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1. Introduction 
Ransford College T/A AAAR Institute of Business & Technology is a provider of vocational education and 
training in Parramatta, New South Wales, Australia.   

Ransford College has policies, procedures and management practices designed to set professional standards in 
the provision of its training, assessment and support services.  RANSFORD COLLEGE will safeguard the 
education interests and welfare of its students at all times. 

This Policies and Procedures Manual contains details the way RANSFORD COLLEGE operates.  It must be kept 
by each member of staff and used as a reference document in support of day-to-day work activities. 

This Policy and Procedures manual is informed primarily by the following: 

• The VET Quality Framework, comprising: 

- Standards for Registered Training Organisations 2015 

- Australian Qualifications Framework 

- Fit and Proper Person Requirements 

- Financial Viability Risk Assessment Requirements 

- Data Provision Requirements 

• The ESOS Legislative Framework, including: 

- Education Services for Overseas Students Act 2000 

- The National Code of Practice for Providers of Education and training to Overseas Students 2007 

- Education Services for Overseas Students Regulations 2001 

- The provisions of the Tuition Protection Service 

- Migration Regulations 1994 

Other relevant legislation, regulations, standards and guidelines are identified in the manual when applicable. 

Questions about this Policies and Procedures Manual and suggestions for improvement should be addressed 
to the CEO. 

 

Please note that information in this document highlighted in pale green applies to overseas students only. 

 

 

 

 

 

 



 

 

2. RANSFORD COLLEGE Code of Practice 
RANSFORD COLLEGE’s approach to all that it does is based upon the democratic principles of Australia’s 
system of government. 

The programs and teaching of RANSFORD COLLEGE supports and promotes the principles and practice of 
Australian democracy, including a commitment to: 

• elected government 

• the rule of law 

• equal rights for all before the law 

• freedom of speech and association 

• the value of openness and tolerance 

RANSFORD COLLEGE endeavours to ensure that the education interests and welfare of students are 
safeguarded at all times. 

RANSFORD COLLEGE agrees to operate ethically and within the principles and standards of the Australian 
Quality Training Framework, ESOS Act and National Code 2007. 

No RANSFORD COLLEGE learner will be discriminated against on the basis of race, ethnicity, language, religion, 
value and belief systems, disability, class, sexuality, gender, age, or educational background. 

The Chief Executive Officer has the responsibility to monitor statutory legislation, stay informed of changes 
and advise how the changes affect RANSFORD COLLEGE operations. 



 

 

3. Continuous Improvement 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 CEO CEO 

 

Statutory and Regulatory Compliance 

• Standards for RTOs 2015  

- Clause 1.9 

- Clause 2.2 (a) (b) 

- Clause 2.4 

- Clause 7.5 

- Clause 8.1 

- Clause 8.2 

Related Policies 

• Quality Indicators 

• Employer Survey 

• RTO Standards Internal Audit 

• Learner Survey 

• Assessment Moderation 

• Assessment Moderation on Appeal 

• Assessment Validation 

• Benchmarking against other RTOs 

• Learner Interviews 

• Complaints and Appeals 

• Critical Incidents 

• Deferment, Suspension or Cancellation of Enrolment 

• Focus Groups 

• Industry Assessment Validation 

• Industry Engagement 

• Industry Advisory Panel 

• Monitoring Independent 3rd-party partners 

• National Code Internal Audit 

• Panelling, Piloting and Trialling Assessment Tools 

• Post-Assessment Assessment Validation 

• Pre-Delivery Assessment Validation 

• Professional Development 

• Providing Feedback to Contributors of Continuous Improvement 

• Record Audits 

• Reviewing and Improving Learner support and Welfare Services 



 

 

• RPL Assessment Validation 

• Staff Interviews 

• Staff Meetings 

• Staff Performance Reviews 

• Staff Surveys 

• Stakeholder Interviews 

• Student Satisfaction Surveys 

• Learner Support Needs Records 

• Teaching and Learning 

Related Documents 

• Continuous Improvement Schedule 

• CEO’s Quality Award (template) 

• Continuous improvement form 

Policy 

Continuous improvement is fundamental to all of RANSFORD COLLEGE’s operations to deliver its training, 
assessment and support services. 

RANSFORD COLLEGE’s continuous improvement policy is predicated on encouraging students, independent 
third-party partners, employees, employers and other stakeholders to provide their informal and formal 
feedback on RANSFORD COLLEGE and its delivery of training, assessment and support services.    

Feedback mechanisms and opportunities will be integrated into all policies and procedures.   Each policy and 
set of associated procedures should be read in order to understand the continuous improvement processes 
associated with that policy and set of procedures. 

The continuous improvement policy is implemented by procedures which ensure that data about RANSFORD 
COLLEGE’s operations is systematically and consistently collected, analysed and reviewed.   

The RANSFORD COLLEGE continuous improvement policy ensures that: 

• data is collected about RANSFORD COLLEGE’s performance (including data about the performance of 
independent 3rd-party partners) 

• action is taken when data that has been collected shows that improvements are necessary 

• additional methods of obtaining data to contribute to continuous improvement are actively sought   

• there is systematic review and improvement of all policies, procedures, products, documentation and services  

The foci of continuous improvement at RANSFORD COLLEGE are: 

• training and assessment 

• learner services 

• relationships with stakeholders (including 3rd-party partners) 

• records management.   

The policy requires that review of policies, procedures and practices takes place proactively as well as in 
response to data which is acquired by use of feedback mechanisms. 

The RANSFORD COLLEGE Management Committee is responsible for reviewing information about processes 
and recommending improvements.  The CEO is responsible for the implementation of improvements. 

A continuous improvement schedule is developed and implemented each calendar year by the RANSFORD 
COLLEGE management committee. 



 

 

Procedures 

The RANSFORD COLLEGE Management Committee 

The RANSFORD COLLEGE Management Committee comprises the CEO, the Training Manager and the Student 
Services Manager.  

The Management Committee is responsible for implementing, monitoring, maintaining and improving 
RANSFORD COLLEGE’s continuous improvement policy and procedures and for acting on feedback to bring 
about improvements. 

The Management Committee is responsible for deciding what data should be collected about the effectiveness 
of the operations of the college and its third-party partners and for organising systems for the collection, 
analysis and review of that data.   

The Management Committee meets monthly, on the last Friday of the month.  At each meeting, the 
Management Committee reviews, analyses and discusses the continuous improvement activities of the college 
and makes decisions based upon those activities.  Decisions are also made about improvements to continuous 
improvement activities.   

At each meeting, the Management Committee reviews and analyses data which has been collected, both 
informally and formally, and consequently recommends actions to implement improvements to policies and 
procedures.   

The CEO is responsible for implementing the recommendations of the RANSFORD COLLEGE Management 
Committee by: 

• ensuring the infrastructure exists to support the implementation of the recommendations 

• issuing instructions to implement the recommendations 

• checking that the instructions have been executed 

Minutes of the Management Committee 

Minutes of the Management Committee reflect the discussions of the committee about the information it has 
reviewed and actions it has recommended.  After consideration and deliberation by the Management 
Committee, the CEO will issue instructions to relevant staff to take specific action to implement those 
improvements which have been recommended. 

The Student Services Manager is responsible for ensuring that a summary of the decisions regarding 
continuous improvement made at each meeting of the Management Committee is distributed by email to all 
staff. 

Assessment validation and moderation 

Assessment validation and moderation are an on-going quality review processes which check that assessment 
tools developed and used by RANSFORD COLLEGE produce valid, reliable, sufficient, current and authentic 
evidence to enable reasonable judgements to be made.  The assessment validation and moderation processes 
are designed to ensure that the principles of assessment are satisfied and rules of evidence are met. 

The assessment validation process is an essential part of RANSFORD COLLEGE’s continuous improvement 
process.  

Please refer to the following sections for detailed information on RANSFORD COLLEGE’s assessment validation 
policies and procedures: 

• pre-delivery assessment validation 

• post-assessment assessment validation 

• industry assessment validation 

• assessment moderation 

• assessment moderation on appeal 



 

 

• RPL assessment validation 

Gaining feedback 

All RANSFORD COLLEGE students and stakeholders, including independent third-party partners, are 
encouraged to provide informal feedback about RANSFORD COLLEGE’s operations.  Staff are told at induction 
of the importance RANSFORD COLLEGE attaches to receiving feedback about the effectiveness of current 
operational arrangements.  Posters are placed in various locations at RANSFORD COLLEGE requesting students, 
employees and visitors to provide feedback and providing information on how to provide it. 

The requirement to provide feedback is incorporated into written agreements with third-party partners. 

Feedback mechanisms 

Whenever practicable, policies and procedures at RANSFORD COLLEGE have formal feedback mechanisms built 
into them.  In each case, there is a mechanism available for collecting feedback and providing it to the 
management committee for analysis, review and action.   

The mechanisms include, but are not restricted to: 

• agent interview records 

• agent survey summary reports 

• assessment improvement register 

• assessment moderation reports 

• assessment tool panel reports 

• assessment tool pilot reports 

• assessment validation reports 

• beginning student’s satisfaction survey summary reports 

• benchmarking reports 

• class attendance sheets 

• complaints and appeals monthly summary reports 

• record audit checklists 

• critical incident register 

• critical incident reports 

• employer interview records 

• focus group meeting reports 

• graduate interview records 

• industry body interview records  

• industry consultation register 

• industry advisor feedback records  

• learner needs surveys 

• learner Support Needs Records 

• memberships register 

• mentoring register 

• minutes of meetings of the industry advisory panel 

• minutes of staff meetings 

• policies and procedures improvement register 



 

 

• professional development feedback reports 

• professional development plans 

• professional development records 

• professional development register 

• professional participation register 

• records of interview with industry bodies 

• records management training register 

• records of interview with industry advisors 

• register of deferments, suspensions and cancellations 

• register of issues subject to complaints and appeals 

• register of provision of release letters 

• register of rejections of applications for release letters 

• register of requests for a release letter 

• register of students at risk of failing to complete their course within the expected duration  

• register of students notified of being at risk of failure to meet satisfactory course progress requirements 

• register of overseas students to be reported to DIBP for failure to meet satisfactory course progress 
requirements 

• Spot record audit checklists 

• Staff attitudes report 

• Staff interview records 

• Staff interview summary report 

• Staff performance review reports 

• Learner enquiry register 

• Learner enrolment survey summary reports 

• Learner interview records 

• Learner interview summary reports 

• Learner records of interview  

• Learner satisfaction summary reports  

• Learner support services management reports 

• Trainer/assessor assessment review reports 

• Trainer/assessor competency review reports 

• Trainer/assessor delivery material review reports 

• Trainer/assessor peer review reports 

  



 

 

Providing feedback to contributors to continuous improvement  

RANSFORD COLLEGE will always provide feedback to those who have contributed data which is to be used as 
part of the continuous improvement program.   

Please refer to the policy and procedures for providing feedback to contributors to continuous improvement. 

CEO’s Quality Awards 

The CEO will issue quality awards to staff on a regular basis.  The awards will be for: 

• excellence in training 

• excellence in the development of assessment tools 

• excellence in learner services 

• excellence in records management 

As part of the annual continuous improvement schedule, the CEO will provide details of the criteria to be used 
for the excellence awards, who is eligible for consideration, when the awards will be issued, and the nature of 
the awards.  

Continuous Improvement Schedule 

By the last day of November each year, the RANSFORD COLLEGE Management Committee will complete the 
development of a continuous improvement schedule for implementation during the following year.  The CEO is 
responsible for ensuring the development of the continuous improvement schedule and its timely and 
effective implementation. 

The continuous improvement schedule will specify dates, personnel and deliverables for specified continuous 
improvement activities throughout the year.  These activities will be undertaken in addition to the ongoing 
feedback mechanisms described above. 

The activities undertaken as part of the continuous improvement schedule will vary from year to year.  The 
schedule for a given year may include some or all of the following: 

• Industry assessment validation (refer to the Industry assessment validation policy) 

• Standards for RTOs 2015 internal audit (refer to the Standards for RTOs 2015 internal audit policy) 

• National Code of 2007 internal audit  (refer to the National Code internal audit policy) 

• CEO’s Quality Awards (refer to the Continuous Improvement policy) 

• Benchmarking against other RTOs  (refer to the Benchmarking against another RTOs policy) 

• Focus group meetings (refer to the Focus group meetings policy) 

• Stakeholder interviews, including interviews with employers, graduates, and other RTOs (refer to the 
Stakeholder interviews policy) 

• Review of staff position descriptions (refer to the Staff recruitment and selection policy) 

• Record audits (refer to the Record audits policy) 

• Professional development (refer to the Staff professional development policy) 

• Review of staff induction program (refer to the Staff induction policy) 

• Assessment tool panels, pilots and/or trials (refer to the Assessment tool development policy) 

• Trainer / Assessor peer review (refer to the Competency of Training and Assessment Staff policy) 

  



 

 

The “Please give us feedback Poster” 

The RANSFORD COLLEGE “Please give us feedback” poster will be displayed prominently throughout the 
campus.  The aim is to encourage staff, students and visitors to provide feedback about any of the processes 
they encounter at RANSFORD COLLEGE.  Students are encouraged to provide feedback formally by meeting 
with a member of staff, or informally by use of the suggestions box. 

The Suggestions Box 

Students are encouraged to use the suggestions box if they wish to provide anonymous feedback.  Information 
about the suggestions box is included in the orientation presentation and in the Student Handbook.



 

 

4. Policy Development and Review 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.1 

- Clause 2.2 (a) (b) 

Related Policies 

• Continuous Improvement 

• Document version control 

Related Documents 

• Register of Improvements to policies and procedures 

• Controlled document distribution register 

Policy 

RANSFORD COLLEGE will develop policies and procedures consistent with all legislative and regulatory 
requirements, and consistent with the RANSFORD COLLEGE Code of Practice.  Policies will be reviewed based 
upon responses to feedback, according to the various feedback mechanisms described in this manual. 

Procedures 

 Responsibility for policies and procedures 

The Chief Executive Officer (CEO) is responsible for ensuring that RANSFORD COLLEGE’s policies and 
procedures are accurate, consistent, fair, and in accordance with all relevant legislation, regulation and 
guidelines.  The CEO will delegate the development and review of policies to properly qualified, skilled and 
experienced members of staff. 

Policy Authors 

Each RANSFORD COLLEGE policy will have a member of staff designated by the CEO as the author.  The author 
of a policy will develop and/or review the policy as directed by the CEO. 

Authorising Officers 

Each RANSFORD COLLEGE policy will be authorised by one of: 

• the Chief Executive Officer, 

• The Training Manager 

• the Student Services Manager, or 

• the Training Manager 

The CEO will determine and designate the authorising officer for each policy.  New or revised policies will not 
be released until authorised by the authorising officer. 

  



 

 

Developing new policies 

New policies will be developed as the need arises.  The need for a new policy will be determined by the 
RANSFORD COLLEGE Management Committee in response to new or changed operating conditions.   
Information about new policies is added to the Register of Improvements to Policies and Procedures by the 
authorising officer.    

The RANSFORD COLLEGE document version control procedure applies to all documentation associated with 
the development of a new policy. 

Revising policies 

Existing policies will be revised upon instruction by the CEO.  Information about revised policies is added to the 
Register of Improvements to Policies and Procedures by the authorising officer.   Information about 
improvements to policies and procedures is added to the register of improvements to policies and procedures 
by the authorising officer. 

Releasing new or revised policies 

New or revised policies will be released after the policy has been approved by the authorising officer, and the 
following registers have been updated: 

• Register of improvements to policies and procedures 

• Document version control register (please refer to the document version control policy) 

• Controlled document distribution register (as necessary) (please refer to the document version control policy) 

The Policies and Procedures Manual 

All RANSFORD COLLEGE policies and procedures and maintained in the RANSFORD COLLEGE Policies and 
Procedures Manual (this document).  A new version of this manual will be produced each time a policy and/or 
procedure or set of procedures within it is revised. 

Updating the Policies and Procedures Manual 

The authorising officer is responsible for updating the policies and procedures manual (this document) with 
the revised policy.   

The authorising officer must ensure that the policy version details section of the policy are correct according 
to: 

• the Document Version Register and  

• the Register of Improvements to Policies and Procedures. 

 

 



 

 

5. Quality Indicators  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.2 (a) (b) 

- Clause 7.5 

- Clause 8.1 (c) 

• Data Provision Requirements 2012 DPR4, DPR5, DPR6, DPR7 

Related Policies 

• Continuous Improvement 

• Employer Survey 

• Standards for RTOs 2015 Internal Audit 

• Learner Survey 

Related Documents 

• Quality Indicator Summary Report 

Policy 

An important aspect of RANSFORD COLLEGE’s program of continuous improvement is the collection and use of 
data on the Quality Indicators mandated by the Data Provision Requirements 2012. 

The Quality Indicators are: 

• Learner engagement 

• Employer satisfaction 

• Competency Completion 

The data collected helps support the continuous improvement process to ensure that: 

• RANSFORD COLLEGE provides quality training and assessment across all of its operations 

• RANSFORD COLLEGE adheres to principles of access and equity and maximises outcomes for students 

• management systems are responsive to the needs of students, staff and stakeholders and the environment in 
which RANSFORD COLLEGE operates 

RANSFORD COLLEGE will provide ASQA annually with a summary report of Quality Indicator data, in 
accordance with RANSFORD COLLEGE’s requirement to provide ASQA with accurate and timely data relevant 
to measures of performance. 

Procedures 

Third-party partners 

It is a requirement of RANSFORD COLLEGE’s independent third-party delivery partners to participate in the 
learner and employer survey processes.  The requirement to participate is specified in RANSFORD COLLEGE’s 
Agreement with 3rd-party delivery providers. The procedures described in this section apply to RANSFORD 
COLLEGE and all 3rd-party delivery partners.   

Learner Engagement Quality Indicator 

The Learner Engagement Quality Indicator measures aspects of education and training, including: 



 

 

• Training quality 

• Work readiness 

• Training conditions 

• Work readiness 

• Learner engagement 

Employer Satisfaction Quality Indicator 

The Employer Satisfaction Quality Indicator provides feedback on employers’ perceptions of competency 
development and training and assessment quality, including the relevance of learner competency to work and 
further training and overall quality of training and assessment. 

Competency Completion Quality Indicator 

Competency completion data is used by RANSFORD COLLEGE to: 

• gauge how well the needs of students are being met 

• supplement information (in particular, information from the RANSFORD COLLEGE Student Satisfaction Survey) 
to inform continuous improvement planning 

• develop relationships with key learner and employer stakeholders 

• identify areas for improvement in training and assessment 

Quality Indicator Summary Reports 

The Student Services Manager is responsible for ensuring the production of the Quality Indicator summary 
reports, which will be considered by the RANSFORD COLLEGE Management Committee at the meeting 
immediately following their production.   

The RANSFORD COLLEGE Management Committee will make recommendations for improvements after 
analysis and review of the Quality Indicator Summary Reports.  The CEO will issue instructions for 
improvements recommended by the RANSFORD COLLEGE Management Committee. 

The Student Services Manager is responsible for ensuring that RANSFORD COLLEGE provides an annual 
summary report to ASQA against the three Quality Indicators.  The return each year relates to the activities of 
the previous year and is due on June 30th. 

The summary reports provided to ASQA each year will be produced by the Student Services Manager and 
assisting staff who are appointed to the task.  The Student Services Manager is required to be familiar with: 

• ASQA’s Quality Indicator annual summary report template and the  

• Competency Completion online system  

The Student Services Manager is responsible for ensuring that all staff involved in the processing of Quality 
Indicator data are familiar with the systems. 

Reports to be provided to the registering body 

The Student Services Manager is responsible for ensuring that the Learner Questionnaire and the Employer 
Questionnaire are used to collect the data for the learner engagement and employer satisfaction quality 
indicators.  The Student Services Manager will also ensure that ASQA is provided with reports from the 
Competency Completion Online System of the number of enrolments and completions per qualification and 
the number of enrolments and completions per unit of competency. 

Storage of Learner Engagement and Employer Satisfaction Quality Indicator Data 

The Student Services Manager is responsible for ensuring the secure storage of the Learner Engagement and 
Employer Satisfaction Quality Indicator data.  The soft copy data is stored in a password protected part of the 
network drive.  

 



 

 

Provision of AVETMISS compliant data 

RANSFORD COLLEGE has an AVETMISS compliant student management system.  RANSFORD COLLEGE has the 
capacity to provide ASQA with AVETMISS compliant data.



 

 

6. Learner Survey  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.2 (a) (b) 

- Clause 7.5 

- Clause 8.1 (c) 

• NVR Data Provision Requirements DPR6, DPR7 

Related Policies 

• Continuous Improvement 

• Quality Indicators 

• Employer Survey 

• Student Satisfaction Surveys 

Related Documents 

• Learner engagement questionnaire 

• Employer satisfaction questionnaire 

• Learner Feedback Survey Cover Letter 

Policy 

The Learner Questionnaire is used to obtain feedback from students on the quality of education and training. 
The Learner Questionnaire will be completed by all students prior to the completion of their enrolment with 
RANSFORD COLLEGE.  The Learner Survey supports RANSFORD COLLEGE’s program of continuous 
improvement.  It also provides data on one of the three quality indicators for which RANSFORD COLLEGE must 
provide summary data to ASQA annually as a condition of registration. 

Procedures 

Third-party partners 

It is a requirement of RANSFORD COLLEGE’s independent third-party delivery partners to participate in the 
learner and employer survey processes.  The requirement to participate is specified in RANSFORD COLLEGE’s 
Agreement with 3rd-party delivery providers. The procedures described in this section apply to RANSFORD 
COLLEGE and all 3rd-party delivery partners.   

Distribution of the Learner Questionnaire 

The Learner Questionnaire will be distributed to all of those students in each term who are scheduled to 
complete their course at the end of that term.  It will be distributed and administered with the student 
satisfaction surveys for that term (the training and assessment satisfaction survey and the student services 
satisfaction survey).   

The Student Services Manager is responsible for the process of distributing and administering the Learner 
Questionnaire. 

By the end of the second week of each term, the Student Services Manager will generate from the student 
database a report of students who are scheduled to complete their course at the end of the term.  All of those 
students will be requested to undertake the Learner Questionnaire. 



 

 

Explaining the Learner Questionnaire to students 

The Student Services Manager will explain the purpose and function of the Learner Questionnaire to the 
students to whom it is being administered.   The Student Services Manager will explain to students that their 
feedback is an important contribution to the process of continuous improvement of training and assessment at 
RANSFORD COLLEGE.  The Student Services Manager will also explain that provision to ASQA of a summary 
report derived from analysis of the Learner Questionnaire responses is a requirement of registration as an 
RTO.   

Additionally, the Student Services Manager will explain that responses are private and confidential, that 
individual respondents will not be identified in any data or reports, and that survey responses are not linked 
with enrolment records.   

Finally, the Student Services Manager will explain that, while participation in the survey is voluntary, the 
feedback supplied provides RANSFORD COLLEGE and ASQA with very useful information which will be used to 
improve the quality of training and assessment at RANSFORD COLLEGE.  Participation by students in the survey 
is therefore highly recommended. 

Cover Letter 

Students completing the Learner Questionnaire will be provided with a copy of the learner feedback survey 
cover letter, which provides in writing the advice about the Learner Questionnaire provided by the Student 
Services Manager. 

Registering Body Reports 

The Student Services Manager is responsible producing the Registering body report (Learner engagement and 
employer satisfaction quality indicators) and email it to ASQA by June 30th of each year. 

Date Entry of survey data 

The Student Services Manager is responsible for ensuring that the data collected from students is used to 
produce reports for consideration by the RANSFORD COLLEGE management committee.  The Student Services 
Manager must ensure that data entry begins as soon as possible after completed learner questionnaires are 
available.  The data entry task must begin with two working days of completion of the first learner 
questionnaire and be complete within two working days of completion of the final learner questionnaire. 

Review and analysis of the Learner Survey Reports 

The RANSFORD COLLEGE management committee will review and analyse information generated by the 
Learner Survey.  The Student Services Manager is responsible for tabling this information as appropriate. 



 

 

7. Employer Survey  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017  CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.2 (a) (b) 

- Clause 7.5 

- Clause 8.1 (c) 

• NVR Data Provision Requirements DPR6, DPR7 

Related Policies 

• Continuous Improvement 

• Quality Indicators 

• Learner Survey 

Related Documents 

• RANSFORD COLLEGE Alumni Register 

• Employer Questionnaire Cover Letter 

• Employer Questionnaire 

• Learner Feedback Survey Cover Letter 

Policy 

The Employer Questionnaire is used to obtain feedback from employers of the quality of education and 
training. The collection of data from employers supports RANSFORD COLLEGE’s continuous improvement 
program and helps RANSFORD COLLEGE to assess its performance against the Standards for RTOs 2015.   

The Employer Survey provides data on the quality indicators for which RANSFORD COLLEGE must provide 
summary data to ASQA annually as a condition of registration. 

Procedures 

Third-party partners 

It is a requirement of RANSFORD COLLEGE’s independent third-party delivery partners to participate in the 
learner and employer survey processes.  The requirement to participate is specified in RANSFORD COLLEGE’s 
Agreement with 3rd-party delivery providers. The procedures described in this section apply to RANSFORD 
COLLEGE and all 3rd-party delivery partners.   

Maintaining information about graduates and employers of graduates 

In order to organise surveys of employers of RANSFORD COLLEGE graduates, the Student Services Manager is 
responsible for maintaining the RANSFORD COLLEGE alumni register.  The objective of the alumni register is to 
maintain current address, telephone, email and employment information about each RANSFORD COLLEGE 
graduate.  The employment progress of graduates will be monitored by regular telephone calls, mail and 
email. 

Distribution of the Employer Questionnaire 

The Employer Questionnaire is distributed to all employers of RANSFORD COLLEGE graduates.  The Student 
Services Manager is responsible for preparing a list of all employers of RANSFORD COLLEGE graduates from the 
RANSFORD COLLEGE alumni register, contacting the employers in the list (by telephone or email), and 



 

 

distributing the Employer Questionnaire to them.  Employer Questionnaires are distributed, with the cover 
letter, by mail, by the end of term one of each year.  Employers are asked to return the completed 
questionnaires by mail (a stamped envelope addressed to RANSFORD COLLEGE is supplied) by a date three 
week after the date of the cover letter. 

Focus of the Employer Questionnaire 

The Employer Questionnaire to measure the three broad domains of training quality, work readiness, and 
training conditions.  Within the broad domain of “training quality” are the summary scales of trainer quality, 
overall satisfaction and effective assessment.  Within the broad domain of “work readiness” are the summary 
scales of training relevance and competency development.  Within the broad domain of “training conditions” 
are the summary scales of training resources and effective support. 

Cover Letter 

Employers completing the Employer Questionnaire will be provided with a copy of the employer survey cover 
letter, which provides in writing the advice about the Employer Questionnaire provided by the Student 
Services Manager in the preliminary telephone call or email. 

Registering Body Reports 

The Student Services Manager is responsible for emailing the Registering body report (Learner engagement 
and employer satisfaction quality indicators) to ASQA by June 30th of each year. 

Date Entry  

The Student Services Manager is responsible for ensuring that the data collected from employers is used to 
produce reports for consideration by the RANSFORD COLLEGE management committee.   

The Student Services Manager must ensure that data entry begins as soon as possible after completed 
employer questionnaires are returned.  The data entry task must begin with two working days of receiving the 
first completed employer questionnaire and be completed within two working days of receiving the final 
completed employer questionnaire.  The staff delegated the responsibility of data entry will use the codebook 
provided by ACER. 
Review and analysis of the Employer Survey Reports 

The RANSFORD COLLEGE management committee will review and analyse information generated by the 
Employer Survey.   The Student Services Manager is responsible for tabling this information as appropriate. 



 

 

8. Student Satisfaction Surveys  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.2 (a) (b) 

• National Code Part D Standard 14 

Related Policies 

• Continuous Improvement 

• Quality Indicators 

• Employer Survey 

• Standards for RTOs 2015 Internal Audit 

• Learner Survey 

• Learner Interviews 

• Reviewing and improving learner support and welfare services 

Related Documents 

• Learner Satisfaction Survey  

• Learner Satisfaction Survey Summary Report 

• Learner Survey Feedback form 

Policy 

RANSFORD COLLEGE conducts student satisfaction surveys each term.  The survey responses and the summary 
report derived from them are reviewed and analysed by the RANSFORD COLLEGE management Committee.  
The objective of the student satisfaction surveys is to provide the RANSFORD COLLEGE management 
Committee with information which can be used to make decisions about continuous improvement to training 
and assessment services and learner support and welfare services.   

The two student satisfaction surveys are the: 

• training and assessment satisfaction survey  

• student services satisfaction survey.    

The Student Services Manager is responsible for ensuring that review and analysis of the surveys is undertaken 
to develop student satisfaction summary reports.  The two student satisfaction summary reports are the: 

• training and assessment satisfaction summary report  

• student services satisfaction summary report.   

The surveys and the summary reports produced from their review and analysis are integral to the continuous 
improvement of the training and assessment and learner services functions at RANSFORD COLLEGE.    

The Student Satisfaction Surveys are conducted in addition to the Learner Survey, which is conducted annually. 

Procedures 

Third-party partners 

It is a requirement of RANSFORD COLLEGE’s independent third-party delivery partners to participate in the 
student satisfaction survey process.  The requirement to participate is specified in RANSFORD COLLEGE’s 



 

 

Agreement with 3rd-party delivery providers. The procedures described in this section apply to RANSFORD 
COLLEGE and all 3rd-party delivery partners.   

Training and assessment student satisfaction survey 

The training and assessment satisfaction survey asks students to describe their satisfaction with each of the 
following for each unit of competency in each term:  

• the clarity and usefulness of the learning materials 

• the balance of theoretical content with practical examples in the learning material 

• their enjoyment of classes 

• the value of their learning 

• their overall satisfaction with the content of the unit 

• the promptness of the trainer/assessor in providing constructive feedback on assessments  

• the enthusiasm and responsiveness of the trainer/assessor 

• the helpfulness and approachability of the trainer/assessor 

• the trainer/assessor’s knowledge of the subject matter 

• their overall satisfaction with the trainer/assessor 

• the fairness of the assessment activities 

• their overall satisfaction with the learning and assessment at RANSFORD COLLEGE 

Additionally, students are asked to respond to the following open-ended questions: 

• What does your trainer/assessor do well in teaching this unit? 

•  What does your trainer/assessor do poorly in teaching this unit? 

•  What do you consider to be the best features of this unit? 

• What are some ways in which this unit and /or its means of delivery could be improved? 

Students are also asked to comment on how well they understand the assessment moderation and validation 
policies and procedures and the extent to which they are satisfied with those policies and procedures.   

Students are asked to as part of each survey to provide further comments about the teaching of the unit and 
to provide general feedback about the quality of learning and assessment at RANSFORD COLLEGE.  

Learner Services satisfaction survey 

The Learner Services Satisfaction survey asks students to describe their satisfaction with: 

• the accuracy and usefulness of information provided prior to arrival 

• the assistance they were given in language use, literacy and numeracy 

• the processes of applying for enrolment, enrolment, induction and orientation 

• the welfare and guidance services which have been made available 

• the information provided to them, and their understanding of the processes of  

- recognition of Prior Learning and  

- credit transfer 

• the information provided to them about the complaints and appeals processes, and their understanding of 
those processes 

• the helpfulness and approachability of learner services staff 

• the effectiveness of responses to information they have requested 

• RANSFORD COLLEGE’s policy regarding access to personal information 



 

 

• the ease of understanding and the accuracy of the student handbook 

• the ease of access of the facilities available to students 

Students are also asked whether the facilities available meet their requirements, and to comment on their 
overall satisfaction with the student services provided by RANSFORD COLLEGE. 

Additionally, students are asked to respond to the following open-ended questions: 

• Which aspects of student services are handled well by RANSFORD COLLEGE? 

• Which aspects of student services are handled poorly by RANSFORD COLLEGE? 

• What are some ways in which student services at RANSFORD COLLEGE could be improved? 

• What are some ways in which access to information you require could be improved? 

• How could the facilities available for students at RANSFORD COLLEGE be improved? 

• How could information about policies at RANSFORD COLLEGE (e.g. access and equity, privacy) be more 
effectively disseminated? 

Students are also asked to provide general feedback about student services and facilities at RANSFORD 
COLLEGE. 

Distribution and collection of student satisfaction surveys 

The student satisfaction surveys will be conducted during the final week of each term.  For each term, all 
students must complete a Training and Assessment Satisfaction Survey for each unit and a single Learner 
Services Satisfaction Survey.  Students may complete the student satisfaction surveys anonymously if they 
wish.  

It is a requirement of RANSFORD COLLEGE’s independent third-party delivery partners to participate in the 
student satisfaction survey process.   

The Student Services Manager, in consultation with the Training Manager and trainers/assessors, will 
determine the most effective times to distribute the surveys to each class.  The Student Services Manager will 
arrange with each class trainer/assessor to distribute the surveys at an agreed time.  The Student Services 
Manager will distribute the surveys to the students, remain in the classroom while the students complete the 
surveys, and collect the surveys upon completion. 

Satisfaction survey summary reports 

The Student Services Manager will organise the collation and analysis of the data from the student   
satisfaction surveys to produce two summary reports, the training and assessment satisfaction survey 
summary report and the student services satisfaction survey summary report .  A training and assessment 
satisfaction survey summary report is produced for each unit each term.  A single student   services satisfaction 
survey summary report is produced for each term.   

The satisfaction survey summary reports provide summaries of the responses to each of the survey 
questions.  For those questions for which students are required to supply a rating, the satisfaction survey 
summary reports indicate the percentage of students who responded with each rating.  For the open-ended 
questions, a summary of the overall response is entered.  The satisfaction survey summary reports must be 
completed and presented to the CEO by the fifth working day following the completion of each term. 

Completed satisfaction surveys and satisfaction survey summary reports are filed in the student feedback 
folder for the term in which the survey was taken. 

Review and analysis of the satisfaction survey summary reports 

The Management Committee will review the satisfaction summary reports and, as necessary, the CEO will 
issue instructions for implementing improvements to processes.  Minutes of the Management Committee will 
record details of the discussion of the satisfaction summary reports. 



 

 

Possible improvements to training and assessment activities which might be made following analysis and 
review of the student satisfaction survey summary reports include improvements to Training and Assessment 
Strategies, improvements to learning and assessment materials, realignment of the theory and practical 
content of units, professional development of trainer/assessors, counselling of trainer/assessors, changes to 
trainer/assessors’ position descriptions etc. 

Possible improvements to student services which might be made following analysis and review of the student 
satisfaction survey summary reports include: 

• professional development of student services staff 

• counselling of student services staff 

• improvements to the procedures for providing information to applicants prior to enrolment 

• changes to information which is provided to applicants prior to enrolment 

• improvements to the procedures for providing students with assistance in language use, literacy and numeracy 

• improvements to the assistance provided in language use, literacy and numeracy 

• improvements to the processes of applying for enrolment, enrolment, induction and orientation 

• improvements to the provision of student welfare and guidance services 

• improvements to the RPL and credit transfer policies and procedures 

• improvements to the records and information management policy and procedures 

• improvements to the privacy policy, improvements to the structure, format and content of the student 
handbook 

• improvements to facilities 

• improvements to information dissemination processes 

 



 

 

9. Staff Surveys  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

• National Code Part D Standard 14 

Related Policies 

• Continuous Improvement  

Related Documents 

• Staff survey 

• Staff attitudes report 

• Staff survey feedback form 

Policy 

RANSFORD COLLEGE will regularly conduct surveys to determine staff attitudes toward the College’s teaching 
and assessment and student services policies, procedures and processes.   The surveys are completed by all 
RANSFORD COLLEGE staff.  Review and analysis of the surveys is undertaken to develop the staff attitudes 
report at the end of each term.   

The staff surveys and the staff attitude reports produced from their review and analysis are integral to the 
continuous improvement of the training and assessment and student services functions at RANSFORD 
COLLEGE.    

Procedures 

Third-party partners 

It is a requirement of RANSFORD COLLEGE’s independent third-party delivery partners to participate in the 
staff survey process.  The requirement to participate is specified in RANSFORD COLLEGE’s Agreement with 3rd-
party delivery providers. The procedures described in this section apply to RANSFORD COLLEGE and all 3rd-
party delivery partners.   

Information gathered by the staff survey 

Staff are asked in the survey their opinions about:  

• the clarity and helpfulness of learning materials provided to students 

• the balance in the learning materials of theoretical and practical content 

• the quality of the learning materials at RANSFORD COLLEGE 

• the sufficiency, currency and accuracy of assessment instruments  

• the ease of administration and processing of assessment instruments 

•  the effectiveness of the management systems of RANSFORD COLLEGE 

• improvements which could be made in providing information to staff about the management systems of 
RANSFORD COLLEGE 

• the communication and implementation of key policies and procedures  

• the ease of access, timeliness and thoroughness of administrative services in support of trainers and assessors 



 

 

• the accessibility of student records, by both staff and students 

• the accessibility, timeliness and thoroughness of academic support 

• the accessibility, timeliness and thoroughness of student services 

• the thoroughness and accuracy of information supplied to students 

• their overall satisfaction with the organisation academic programs at RANSFORD COLLEGE 

• units of competency which require improvements in learning and assessment materials 

• improvements which could be made to the implementation of RANSFORD COLLEGE policies and procedures 

• improvements which could be made to administrative or academic support for trainer/assessors 

• improvements which could be made to the student complaints and appeals policy and procedures 

• improvements which could be made to support services for students 

• improvements which could be made to the means of dissemination of information to students and staff 

• improvements which could be made to the RANSFORD COLLEGE records and information management 
systems 

Distribution and collection of Staff Surveys 

The Student Services Manager is responsible for the distribution and collection of staff surveys.   

Staff surveys are conducted during the final week of each term.  The Student Services Manager will ensure that 
each staff member, regardless of the status of their employment (full time, casual, or sessional) is provided 
with a copy of the staff survey.  The Student Services Manager will ensure that the completed staff surveys are 
collected by close of business of the day following the day they were distributed.  

Analysis and review of staff surveys 

The Student Services Manager is responsible for collating, analysing and reviewing the data collected from the 
staff survey.  The Student Services Manager will use the collected data to produce a staff attitudes report. 

Staff attitudes report 

A staff attitudes report is produced by the Student Services Manager by the close of business of the fifth 
working day following the end of each term.  The report provides summaries of the responses to each of the 
questions asked in the staff survey.  For the questions for which staff supply a rating (from “strongly agree” 
to “strongly disagree”), the Student Services Manager summarises the percentage of staff who responded with 
each rating.  For the open-ended questions of the survey, the Student Services Manager will provide an 
indicative summary the overall response.    

Making improvements from analysis of the staff attitudes report 

The Management Committee will review the staff attitudes reports following the end of each term.  As 
necessary, in response to review of the report, the CEO will issue instructions for specific improvements to 
policies, procedures, processes, systems and documentation.  

Some examples of actions which might be taken following review of the staff attitudes report include making 
improvements to:  

• learning materials 

• assessment materials 

• the processes of dissemination of information to staff about management systems and key policies and 
procedures 

• administrative support services  

• policy and procedures for access to student records 

• academic support for trainer/assessors 



 

 

• the policy and procedures for learner support services 

• the quality and efficacy of the information supplied to students 

• the organisation of the RANSFORD COLLEGE programs 

• the complaints, appeals and disputes policy and procedures 

• the information and records management policy and procedures 



 

 

10. Student Interviews 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

• NVR Data Provision Requirements DPR6, DPR7 

Related Policies 

• Continuous Improvement 

Related Documents 

• Student interview record (template) 

• Student interview summary report 

Policy 

Student interviews are conducted to obtain feedback about RANSFORD COLLEGE’s policies and 
procedures.  The learner interview policy is designed to provide additional feedback to that provided by 
students using the learner satisfaction surveys.  Student interviews are also used to help ensure that students 
are receiving training, assessment and support services that meet their individual needs.  The learner interview 
policy is integral to RANSFORD COLLEGE’s commitment to continuous improvement.   

Student interview projects are organised according to the continuous improvement schedule developed 
annually by the RANSFORD COLLEGE management Committee. 

Procedures 

Organising student interviews 

Students are interviewed by the Student Services Manager or a staff member delegated by the Student 
Services Manager.  The Student Services Manager (or delegated staff member) will utilise the student portal to 
organise interviews with students according to the annual continuous improvement schedule.  Students will be 
asked to choose from a selection of time periods during which they will be available for a personal 
interview.  The Student Services Manager (or delegated staff member) will invite each student for an interview 
during a time period for which the student has indicated availability.   

Each student will be notified using the student portal of the date, time and location of the interview and of the 
person who will be conducting the interview.  

Conducting student interviews 

Each interview will be of approximately ten minutes duration.   Student interviews will be conducted in a 
relaxed and non-threatening way.  The interviewer will explain to the learner the purpose of the interview (to 
obtain information to help improve processes at RANSFORD COLLEGE).  The learner will be encouraged to ask 
clarifying questions regarding the purpose of the interview and the use to be made of the information to be 
elicited.  Students are to be assured of their privacy (in accordance with the RANSFORD COLLEGE privacy 
policy).  Students are to be told that they are not required to be identified in the record of interview.  If a 
learner indicates that he/she does not wish to be identified, then the interviewer must not include the 
learner’s name in the learner interview record.  Students will be asked open-ended questions.  The interviewer 
will take notes as the interview progresses.  



 

 

Information to be obtained from student interviews 

Students are interviewed to obtain feedback about policies and procedures and to obtain suggestions for 
improvements to policies and procedures.  The emphasis of the interview is upon obtaining information to 
enable continuous improvement of training and assessment, student services and records and information 
management.   Students will be asked open questions about their satisfaction with the quality and 
organisation of their training and assessment, the availability of training and learner support staff, sensitivity 
shown by training and learner support staff to the needs of the student, and student satisfaction with access 
to records and documents.  

Documenting student interviews 

Learner Interviews are documented in learner interview records.   The interviewer will summarise in “bullet 
point” form any areas of potential improvement identified by the learner during the interview.  

Student interview summary report 

The learner interview records produced each term are collated, analysed and reviewed by the Student Services 
Manager or a delegated staff member.  The Student Services Manager will produce a report (the student 
interview summary report) for the RANSFORD COLLEGE management Committee identifying key areas 
identified by students during the interview process as requiring improvement.  

Making improvements from analysis of the student interview summary reports 

The CEO will review the student interview summary report and, as necessary, issue instructions for 
implementing improvements.   



 

 

11. Staff Interviews 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  
- Clause 2.2 (a) (b) 

 

• National Code 2007 Part D 
- Standard 6 Clause 6.5 
- Standard 6 Clause 6.7 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement 

• Work Health and Safety 

• Interaction with the registering body 

Related Documents 

• Staff interview record (template) 

• Staff interviews summary report 

Policy 

The staff interview policy is designed to provide additional feedback provided by the use of staff surveys.  The 
staff interview policy is integral to RANSFORD COLLEGE’s continuous improvement process.  

All staff of RANSFORD COLLEGE will be given the opportunity to meet with managers at least once annually to 
allow exchange of information and the RTO to obtain feedback about RANSFORD COLLEGE policies and 
procedures and its application by personnel to fulfil their roles, knowledgeable of obligations under the ESOS 
framework and have access up to date information.  

The Management committee will use the information gathered to continuously improve RANSFORD COLLEGE 
operations and inform projects.  

Procedures 

Organising staff interviews 

Each member of staff will be interviewed by the Chief Executive Officer (CEO) at least once annually.  In 
consultation with the Training Manager and the Student Services Manager, the CEO will email all staff inviting 
them for an interview at a specified date and time.  

Conducting staff interviews 

Each interview will be of approximately twenty minutes duration.   Staff interviews will be conducted in a 
relaxed and non-threatening way during work hours.  The CEO will explain to each staff member the purpose 
of the interview (to obtain information to help improve processes at RANSFORD COLLEGE).  The Staff member 
will be encouraged to ask clarifying questions regarding the purpose of the interview and the use to be made 
of the information to be elicited.  Staff are to be assured of their privacy (in accordance with the RANSFORD 
COLLEGE privacy policy).  The CEO will ask open-ended questions and take notes as the interview progresses.  

Information to be obtained from staff interviews 

Staff are interviewed by the CEO to obtain feedback about policies and procedures, how policies and 
procedures are used in their roles, clarify their knowledgeable of obligations under the ESOS framework, 
confirm that staff have access up to date information and to elicit suggestions for ongoing improvement.   



 

 

The emphasis of the interview is upon continuous improvement of training and assessment, student services, 
and information and records management, although staff are encouraged to provide feedback and to 
comment upon any aspect of RANSFORD COLLEGE’s operations.  The staff interviews provide additional 
feedback to that provided by the staff survey. 

The CEO will ask staff to express their opinions on a diversity of topics, including: 

• Education Services for Overseas Students Act 2000. 

• The effectiveness of Education Agents.  

• The effectiveness of assistance provided to students in language use, literacy and numeracy.  

• The clarity and accuracy of information provided to students prior to their enrolment  

• Processes for learner selection, screening, enrolment, induction, accommodation and orientation.  

• Attendance, learner progression and course engagement.  

• Students’ level of satisfaction with training and assessment services, including any external support they have 
sought  

• The effectiveness of welfare and guidance services  

• The complaints and appeals processes  

• The credit transfer and recognition of Prior Learning (RPL) processes  

• Sufficiency of and improvements which could be made to student support services  

• The accuracy of information supplied to students  

• The effectiveness of records and information management  

Documenting staff interviews 

Staff Interviews are documented in staff interview records.  The CEO will produce a staff interview summary 
report at the end of each staff interview project.  The report will summarise the key areas identified by staff as 
requiring improvement.   

The staff interview summary report will be placed on the RANSFORD COLLEGE intranet for staff to 
review.  Staff will be encouraged to make further suggestions and recommend amendments to the summary 
report if they wish.  

Making improvements from analysis of the staff interview summary report 

The RANSFORD COLLEGE management committee will review the staff interview summary report and, as 
necessary, the CEO will issue instructions for implementing improvements.   



 

 

12. Stakeholder Interviews 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please note that references to “graduates” in this policy and set of procedures are references to people who 
have completed the training product at RANSFORD COLLEGE in which they were enrolled. 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

 

• National Code 2007 Part D 

- Standard 6 Clause 6.5 

- Standard 6 Clause 6.7 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement 

• Work Health and Safety 

• Interaction with the registering body 

Related Documents 

• RANSFORD COLLEGE alumni register 

• Record of interview with graduate (template) 

• Record of interview with employer (template) 

Policy 

The Training Manager, in consultation with the CEO, has responsibility for organising interviews with 
stakeholders in the processes of training and assessment, student services, and information and records 
management.   Interviews with stakeholders, which can be formal or informal, are designed to elicit 
information to contribute to the continuous improvement of policies and procedures at RANSFORD COLLEGE.   

Interviews with students, staff and agents are conducted regularly throughout each academic year according 
to an annual schedule.  Please refer to the policies for student interviews, staff interviews and agent interviews 
for details of the processes involved. 

For the purpose of this policy, “Stakeholders” means stakeholders other than students, staff and agents.   

Stakeholder interviews are scheduled as part of the continuous improvement process and may be included in 
the continuous improvement schedule developed by the RANSFORD COLLEGE management Committee in 
November of each year.   

As part of the continuous improvement schedule for a given year, interviews may be conducted with 
stakeholders such as industry advisors, employers of RANSFORD COLLEGE graduates, RANSFORD COLLEGE 
graduates, graduates of other RTOs, and other stakeholders identified by the RANSFORD COLLEGE 
management Committee.  Other stakeholders might include parents, regulating bodies, and other RTOs. 

 

Procedures 

Recording interviews 

The key points of discussion during each interview must be documented in a record of interview.   The 
interview process is designed to obtain comments and advice about the effectiveness of training and 



 

 

assessment, student services, and information and records management at RANSFORD COLLEGE to assist in 
the process of continuous improvement of those functions.   

Interviews are conducted by the CEO, Training Manager, Student Services Manager and staff delegated by the 
CEO.   

Scheduling of interviews 

There is a fixed annual schedule for interviews with students, staff and education agents (please refer to the 
policies and procedures for student interviews, staff interviews, and interviews with agents).   

The annual schedule for interviews with stakeholders such as employers of graduates, graduates, industry 
advisors, other RTOs and other stakeholders is determined by the RANSFORD COLLEGE management 
Committee in the development of the annual continuous improvement schedule. 

Responsibility for interviews 

Responsibility for interviews with stakeholders lies with the CEO, Training Manager and the Student Services 
Manager.   The extent to which interviews are organised and conducted contributes to the key performance 
indicators of the incumbents. 

Interviews upon graduation 

Upon course completion, each student is interviewed by the Student Services Manager about his/her 
experience at RANSFORD COLLEGE.  The record of interview is filed in the “graduate record of interview file”.  
Topics of conversation include the completing student’s satisfaction with the Training and Assessment 
Strategies of RANSFORD COLLEGE, the quality of training and assessment, the effectiveness of student 
services, and the accuracy and integrity of record keeping.  The completing student is also asked about his/her 
plans for the future and a mechanism is set in place to maintain contact. 

Maintaining information about graduates and employers of graduates 

In order to organise and conduct interviews with graduates and employers of graduates, the Student Services 
Manager is responsible for maintaining the RANSFORD COLLEGE alumni register.  The objective of the alumni 
register is to maintain current address, telephone, email and employment information about each RANSFORD 
COLLEGE graduate.  The employment progress of graduates will be monitored by regular telephone calls, mail 
and email. 

Interviews with graduates 

Interviews with graduates are organised by the Student Services Manager according to the schedule 
developed by the RANSFORD COLLEGE management committee and documented in the annual continuous 
improvement schedule. 

Interviews with employers of graduates 

Interviews with employers of graduates are organised by the Student Services Manager according to the 
schedule developed by the RANSFORD COLLEGE management committee and documented in the annual 
continuous improvement schedule 

Consideration of records of interview 

Records of interviews conducted since the previous meeting are considered at each weekly meeting of the 
RANSFORD COLLEGE management Committee (comprising the CEO, the Training Manager and the Student 
Services Manager).   The records of interview are reviewed with a view to determining improvements which 
can be made to the policies and procedures discussed during the interviews. 



 

 

13. Focus groups 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement 

• Work Health and Safety 

• Interaction with the registering body 

Related Documents 

• Focus group report 

• Policies and Procedures Improvement Register 

• Weekly Staff Bulletin (template) 

Policy 

RANSFORD COLLEGE uses focus groups as an important mechanism for gaining feedback on the effectiveness 
of: 

• training and assessment 

• student services  

• information and records management 

 Feedback and input obtained from focus group meetings form an important part of the RANSFORD COLLEGE 
continuous improvement process. 

Procedures 

Focus group meetings 

The RANSFORD COLLEGE management Committee will convene focus groups as required according to the 
annual continuous improvement schedule.   The objective of focus group meetings is to enable RANSFORD 
COLLEGE to gain a better understanding of the effectiveness of the approaches taken to training and 
assessment, student services, and information and records management, to gain feedback on proposed new 
approaches and gain suggestions for improvement.   

Participants in focus groups 

Focus groups will comprise: 

• current students  

• graduates 

• potential students 

• education agents 

• industry advisors 

• employers 



 

 

• training and assessment staff 

• student services staff 

• staff from other RTOs 

• other relevant stakeholders, as invited by the CEO  

The CEO will invite students to participate in focus groups by use of notices on the student notice board, the 
weekly student bulletin email and by use of the student database.   

Staff will be invited to participate in focus groups at weekly staff meetings and by use of the weekly staff 
bulletin.   

The CEO will contact members of the RANSFORD COLLEGE Industry advisory panel by telephone or email them 
to invite them to participate.  Members of the RANSFORD COLLEGE Industry advisory panel will be encouraged 
to invite relevant colleagues who may be interested in participating.  Staff from other RTOs who are involved 
in the RANSFORD COLLEGE benchmarking program will be contacted by the CEO and asked to 
participate.  Staff from other RTOs who are invited may recommend the attendance of relevant 
colleagues.  The CEO and RANSFORD COLLEGE’s marketing staff will invite education agents to attend. 

Operation of focus groups meetings 

The focus groups will operate as facilitated group discussions in which the CEO will ask a series of 
questions.  The group members are encouraged to provide responses to the questions and be involved in the 
ensuing discussion.    

The CEO will ask open-ended questions about RANSFORD COLLEGE’s policies and procedures in training and 
assessment, provision of services to students, and information and records management.  After each question 
has been posed, the CEO will guide the group through a discussion.  The CEO will appoint a note-taker who will 
document the discussions and outcomes of each focus group meeting with a focus group report.     

Focus group reports will summarise the discussions, findings and recommendations of the focus group and 
make suggestions and recommendations for improvements to policies and procedures. 

Outcomes of focus group meetings 

Each focus group report will be reviewed at the meeting of the RANSFORD COLLEGE management committee 
which follows the focus group meeting.  Recommendations to improvements to policies and procedures 
resulting from consideration of the focus group reports will be documented in the minutes of the management 
committee meeting.  The CEO will issue instructions for improvements to policies and procedures as 
recommended.  The policies and procedures improvement register will be updated to reflect the improved 
policies and procedures 



 

 

14. Staff Meetings 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

• Clause 2.2 (a) (b) 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement 

• Work Health and Safety 

• Interaction with the registering body 

Related Documents 

• RANSFORD COLLEGE Staff Meeting Minutes  

Policy 

RANSFORD COLLEGE uses Information and feedback provided by staff at staff meetings is an important part of 
RANSFORD COLLEGE’s program of continuous improvement.   

Staff meetings will be conducted regularly.  During each meeting, feedback on the effectiveness of RANSFORD 
COLLEGE’s policies and procedures will be actively sought.  

Procedures 

Trainer/assessor meetings 

Meetings of RANSFORD COLLEGE trainers and assessors will be conducted every second Friday, beginning on 
the Friday before the start of the first term of the year.  Agendas for these fortnightly trainer/assessor’s 
meetings will always include topics related to: 

• the currency, sufficiency and effectiveness of learning and assessment materials  

• improvements that might be made to learning and assessment materials and resources  

• the effectiveness of student services  

• improvements that might be made to student services  

• the effectiveness of information and records management  

• improvements that might be made to information and records management 

The trainer/assessor meetings will be chaired by the Training Manager.  A member of staff will be delegated by 
the Training Manager to take notes during the meeting and produce minutes.  The minutes of each meeting 
will identify, amongst other things, actions to be recommended to the RANSFORD COLLEGE management 
Committee to improve the currency, sufficiency and effectiveness of learning and assessment material, the 
effectiveness of student services and the effectiveness of information and records management. 

Student services staff meetings 

Meetings of RANSFORD COLLEGE learner services staff will be conducted every second Friday, alternating with 
the meetings of trainers and assessors.  

Agendas for these fortnightly student services staff meetings will always include a discussion of: 

• the effectiveness of the operation of training and assessment 



 

 

• the effectiveness of processing of assessment outcomes 

• the effectiveness of learner services  

• learner satisfaction with the services provided 

• improvements that might be made to student services  

• the effectiveness of information and records management  

• learner satisfaction with access to records 

• improvements that might be made to information and records management 

The meetings will be chaired by the Student Services Manager.  A member of staff will be delegated by the 
Student Services Manager to take minutes.   

The minutes of each student services meeting will identify, amongst other things, actions to be recommended 
to the RANSFORD COLLEGE management Committee which might be taken to improve the effectiveness of 
student services and the effectiveness of information and records management.  

Action by the Management Committee 

The minutes of the each of the fortnightly trainer/assessor meetings and student services staff meetings will 
be considered by the meeting of the RANSFORD COLLEGE management Committee which follows. 

The minutes of each trainer/assessor meeting and each student services staff meeting will be reviewed and 
information about improvements which might be made to policies and procedures are considered, discussed 
and noted in the minutes of the management committee.  As appropriate, the CEO will issue instructions for 
improvements to policies, procedures and systems.  



 

 

15. Benchmarking against other RTOs 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement  

Related Documents 

• RTO interview record 

• Benchmarking report 

• Policies and Procedures Improvement Register 

Policy 

RANSFORD COLLEGE will conduct benchmarking activities with other RTOs according to the annual continuous 
improvement schedule determined by the RANSFORD COLLEGE management Committee (please refer to the 
continuous improvement policy and procedures).   

The benchmarking will focus on: 

• policies and procedures 

• operational systems 

• organisational performance 

• student services 

• training and assessment practices 

The benchmarking process is designed to ensure that best practice is used by RANSFORD COLLEGE, that all 
policies and procedures remain driven by a clear commitment to quality and excellence,  that processes and 
systems are used consistently, correctly and appropriately, that the organisation is properly focused on the 
requirements and needs of students, that processes are well understood by all stakeholders and that all 
training and assessments practices meet the appropriate requirements of currency, sufficiency and accuracy.  

Procedures 

Responsibility for Benchmarking 

The CEO has overall responsibility for developing relationships with other RTOs for creating opportunities for 
benchmarking activities.  The CEO will delegate responsibilities for this task to the Training Manager and the 
Student Services Manager as appropriate.   

The CEO and/or delegated staff members will visit other RTOs to conduct benchmarking activities.  The CEO 
will also invite appropriate staff from other RTOs to participate in benchmarking activities at RANSFORD 
COLLEGE.   

The Benchmarking Report 

The CEO or delegated staff member will document the benchmarking activities with the benchmarking report, 
which will be considered by the RANSFORD COLLEGE management committee during the meeting following its 
completion.  The minutes of the management meeting will document the discussion of the review of the 



 

 

benchmarking report.  Instructions for improvements to policies and procedures will be issued by the CEO as 
appropriate.   

Recording information about improvements resulting from benchmarking activities 

Information about improvements to policies and procedures implemented as a result of analysis and review of 
benchmarking reports will be documented in the policies and procedures improvement register. 



 

 

16. RTO Standards 2015 Internal Audit 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

- Clause 8.4 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement 

Related Documents 

• Standards for RTOs 2015 Internal audit checklist 

Policy 

RANSFORD COLLEGE will conduct an internal audit of the compliance of policies and procedures with the 
Standards for RTOs 2015 according to the annual continuous improvement schedule (please refer to the 
continuous improvement policy).   

The focus of the internal audit is the effectiveness of training and assessment, learner support and 
management systems, and information and records management at RANSFORD COLLEGE.  Policies and 
procedures and their implementation will be examined to ensure that they continue to conform with the 
Standards for RTOs 2015 and that they are implemented in a fair, consistent, equitable and successful way.  

Procedures 

Operation of the Internal Audit 

All policies and procedures will be subject to audit, including any policies and procedures which have been 
developed or revised since the previous internal audit as part of the RANSFORD COLLEGE continuous 
improvement program.  The RANSFORD COLLEGE management Committee will specify the start and end dates 
of the internal audit in the annual continuous improvement schedule.  The CEO will form a committee, to be 
chaired by the CEO, to organise and conduct the audit.  

The internal audit will examine feedback from staff, students, industry advisors, education agents and other 
stakeholders which has been collected since the previous RTO Standards internal audit.  

For information about how feedback is collected, please refer to the following policies and procedures: 

• Assessment validation 

• Beginning student survey 

• Focus groups 

• Industry engagement 

• Staff interviews 

• Staff meetings 

• Staff performance reviews 

• Staff surveys 

• Student interviews 



 

 

• Student satisfaction surveys 

• Reviewing and improving learner support and welfare services 

• Learning materials and assessment tools development and review 

The internal audit will also examine documents identified in the internal audit checklist to ensure that they 
have been used as intended and correctly. 

Structure of the internal audit 

The internal audit will require evidence to be produced in response to questions relating to each of the 
elements of the Standards for RTOs 2015.  Details of non-compliance and opportunities for improvement will 
be identified for each element.  The internal audit report will summarise non-compliances, strengths, and 
opportunities for improvement. 

The internal audit report will include an internal audit rectification table which identifies all of the non-
compliances and opportunities for improvement relating to each standard, the strategy required to implement 
each improvement, and the timeline for rectification.  For each non-compliance, provision is made in the 
rectification table for dating and signoff by the CEO when the rectification has been achieved. 

Consideration of the internal audit report by the RANSFORD COLLEGE management Committee 

The RANSFORD COLLEGE management Committee will review and analyse the internal audit report during the 
meeting following the completion of the report.  The management committee will make recommendations for 
improvements to be implemented by instruction of the CEO. 

Questions to be addressed by the audit panel 

The audit panel will be required to each address at a minimum the following questions. 

1. What procedures are in place to ensure systematic continuous improvement in relation to training and 
assessment? 

2. What data is collected (and from where) and how is this used in the systematic continuous improvement of 
training and assessment? 

3. In the past 12 months, has there been a need to change any aspects of the training and/or assessment policies 
and procedures? If yes, how was this done? 

4. What training and assessment strategies have been developed for each qualification? 

5. How has industry been involved in the development and review of the training and assessment strategies? 

6. What procedures are followed to ensure the training and assessment strategies meet the requirements of the 
training package? 

7. What physical resources are available for the training and assessment of each qualification?   Are these 
consistent with the training package requirements? 

8. How are the training and assessment strategies revised and improved upon? 

9. How does RANSFORD COLLEGE ensure that resources are used consistently across all of the organisation’s 
operations by staff and students?  

10. What does RANSFORD COLLEGE do to ensure that all of its resources are current and meet industry standards 
and the requirements of the training package? 

11. What are the procedures used to systematically review the sufficiency and effectiveness of staff, facilities, 
equipment and learning material and assessment tools. 

12. What procedures are in place to ensure that staff have current knowledge of RANSFORD COLLEGE's policies 
and procedures? 

13. Which staff are training and/or assessing which vocational competencies? 

14. How do these staff members ensure they have the appropriate training and assessment competencies? 



 

 

15. How do these staff members demonstrate relevant vocational competencies at least to the level being 
assessed? 

16. How does RANSFORD COLLEGE ensure that staff are continuing to develop their vocational competencies? 

17. How does RANSFORD COLLEGE ensure that staff are continuing to develop their training and assessment 
competence? 

18. How does RANSFORD COLLEGE identify and plan professional development requirements? 

19. Do the assessment instruments reflect information contained in the current training package, particularly 
assessment guidelines, units of competency, evidence guide, elements of competence, performance criteria, 
range statements 

20. Do the assessment techniques accurately reflect those identified in the training and assessment strategies? 
How do the assessment instruments comply with the principles of validity, reliability, fairness and flexibility? 

21. How does RANSFORD COLLEGE ensure the evidence is sufficient, valid, authentic and current 

22. How has industry been involved in the development and review of assessment instruments? 

23. What processes are in place to ensure the consistency of judgements? 

24. What procedures does RANSFORD COLLEGE use to ensure systematic continuous improvement in relation to 
student services? 

25. What data is collected (and from where) and how is this used in the systematic continuous improvement of 
student services? 

26. Has RANSFORD COLLEGE identified the need to improve student services in the last 12 months?  If yes, what 
were the issues and how were they rectified? 

27. What information is provided to students prior to enrolling in qualifications with regard to learning, 
assessment and support services? 

28. What information is provided to students prior to enrolling in qualifications with regard to their rights and 
obligations? 

29. How does RANSFORD COLLEGE ensure that information provided to students prior to enrolment is accurate? 

30. What learning support services are available to students? 

31. How are students’ training and learning support needs systematically assessed? 

32. Have training and assessment strategies been adapted to suit students with learning support needs?  

33. How has RANSFORD COLLEGE adapted assessment items for students with learning support needs? 

34. How is data on student progress collected, recorded and stored? 

35. How are students informed about their progress towards achievement of the qualification? 

36. How do students go about accessing their progress records? 

37. Does RANSFORD COLLEGE have a complaints and appeals policy/procedure? 

38. How are staff and students informed of the procedures to be followed? 

39. Has RANSFORD COLLEGE ever received a complaint?  If yes, how was this handled? 

40. How does RANSFORD COLLEGE ensure systematic continuous improvement in relation to managing its status 
as an RTO?   For example, internal reviews, self-assessment against the Standards for RTOs 2015. 

41. What data is collected (and from where) and how is this used in the systematic continuous improvement of 
management systems? 

42. How does RANSFORD COLLEGE ensure policies and procedures are implemented consistently? 

43. How does RANSFORD COLLEGE ensure staff know and meet their responsibilities for implementing the 
management system? 

44. How can RANSFORD COLLEGE demonstrate that improvements have been made to management systems? 



 

 

45. What procedures are in place to ensure that RANSFORD COLLEGE systematically manages records?  For 
example, enrolment, training and assessment strategies, records, assessments, complaints and appeals, issuing 
of qualifications. 

46. For how long does RANSFORD COLLEGE retain students’ results and assessment? 

47. How is data reviewed to ensure what is being collected is effective in assisting with continuous improvement? 

48. How often is the procedure for managing data reviewed? How can RANSFORD COLLEGE demonstrate 
continuous improvement in this area? 

49. In the previous 12 months, has the RANSFORD COLLEGE identified any errors in data?   If yes, what were the 
errors and how were they rectified? 

Annual declaration on compliance with the Standards for RTOs 2015 

The internal audit report and implementation of improvements as required will inform the annual declaration 
made by the CEO on compliance with the Standards for RTOs 2015.



 

 

17. Providing feedback to contributors to continuous improvement 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 2.2 (a) (b) 

Related Policies 

• Continuous Improvement 

Related Documents 

• Feedback response email 

• Student satisfaction survey feedback form 

• Staff survey feedback form 

• Agent survey feedback form 

• Feedback letter 

• Feedback telephone call record 

Policy 

RANSFORD COLLEGE will always provide appropriate feedback to those who have contributed data which is to 
be used as part of the RANSFORD COLLEGE continuous improvement program. 

Procedures 

Contributions for which feedback must be provided 

All of those who contribute data which is analysed and reviewed as part of the RANSFORD COLLEGE 
continuous improvement program will be provided with feedback about their contribution.  The following list 
identifies various mechanisms used by RANSFORD COLLEGE to collect data to be used in the continuous 
improvement process.  All of those who have provided data by use of any of these mechanisms will be 
provided with feedback about improvements implemented or planned to be implemented to policies and 
procedures resulting from their contribution.  

• Agent interview  

• Agent survey 

• Assessment moderation report 

• Employer interview 

• Focus group meeting 

• Graduate interview 

• Industry assessment panel validation report 

• Industry body interview 

• Industry representative interview  

• Post assessment validation report 

• Pre-delivery validation report 

• Professional body interview  



 

 

• Professional development feedback report 

• Staff interview 

• Staff survey  

• Student enrolment survey 

• Student interview 

• Student services satisfaction survey 

• Trainer/assessor assessment review report 

• Trainer/assessor delivery material review report 

• Trainer/assessor peer review report 

• Training and assessment satisfaction survey  

Providing feedback to stakeholders who contribute data 

It is the responsibility of the staff member who collected the contribution to provide appropriate feedback to 
the person who provided it or to the organisation which provided it. 

The feedback provided to the person or organisation making the contribution will be one of the following: 

• Feedback response email 

• Student satisfaction survey feedback form 

• Staff survey feedback form 

• Agent survey feedback form 

• Feedback letter 

• Feedback telephone call 

The staff member providing feedback must do so within four weeks of the contribution being provided.   

Feedback to be provided 

The feedback provided should thank the person or organisation providing the information.  It should also 
identify actions which have been taken by RANSFORD COLLEGE in response to the review and analysis of 
the information which was provided.   Finally, the feedback should provide a summary of improvements to 
policies and procedures which have been implemented, or for which there is a plan for implementation, in 
response to the information which was provided. 

  



 

 

18. Access and Equity  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.3 

- Clause 1.7 

- Clause 5.1 

- Clause 8.5 

Related Policies 

• Enrolment Application 

• Training and Assessment 

• Learner Support and Welfare Services 

• Student Orientation 

• Language, Literacy and Numeracy 

• Learner Support Needs Records 

• Complaint and Appeal 

• Continuous Improvement 

• Governance and Probity 

Related Documents 

• International Student Pre-Enrolment Information Kit 

• Student Handbook 

• Training and assessment strategies 

• Assessment tools 

• Student enrolment survey 

• Enrolment interview record of interview (template) 

• Learner Support Needs Records 

• Training plan template 

• Session plan template 

Policy 

RANSFORD COLLEGE is committed to maximising the outcomes for all learners and clients by providing 
training, assessment and educational and support services that are responsive and flexible to the individual 
needs of learners and clients in all their diversity. 

RANSFORD COLLEGE will embed the principles of access and equity in all aspects of its operations, promoting 
equality of opportunity and inclusiveness as the cornerstone of all activity; it will adopt a non-discriminatory 
and flexible approach to meeting the needs of existing and potential learners and clients. Sufficient trainers, 
assessors, education and support services, learning resources and facilities will be available at all times so that 
all of the qualifications on RANSFORD COLLEGE’s scope may be delivered. 



 

 

Teaching and learning techniques are designed to actively involve students and to make provision for 
differences in their learning styles.  Students are provided with opportunities to be active participants in the 
learning process.   

Procedures 

The RTO CEO is responsible for ensuring that the RTO delivers on its commitment that all aspects of its 
training, assessment and educational and support service provision reflects an inclusive, fair, open and flexible 
approach by: 

• Providing training to and ensuring all RTO Staff are aware of and abide by the principles of this policy at all 
times; 

• Ensuring all third parties delivering services on behalf of RANSFORD COLLEGE are aware of and abide by the 
principles of this policy at all times; 

• Providing opportunities for RTO Staff to undertake professional development on inclusive practice in 
assessment and training within the VET sector; 

• Recruiting and selecting people based on their skills, aptitude and relevant qualifications including life 
experience; 

• Implementing training and assessment strategies and practices that are flexible to the individual needs of 
learners and clients; 

• Ensuring a workplace and learning environment, which is free from discrimination and harassment; 
• Continuously monitoring, reviewing and addressing practices, policies, systems, behaviours and structures to 

ensure they are free from discrimination or bias, and are learner-/client-focussed at all times; 
• Consulting with learners and clients on an ongoing basis in order to understand the nature of their needs for 

the purposes of negotiating approaches to service and support delivery; 
• Providing such ongoing information and support to learners and clients as is necessary to meet their individual 

needs to maximise outcomes from training;  
• Enabling reasonable adjustments to be made within the constraints of available resources to accommodate 

the individual needs of individuals in the pursuit of training and learning opportunities.   

All RTO Staff and third parties delivering services on behalf of RANSFORD COLLEGE will abide by the principles 
of this policy, and ensure access and equity principles are embedded in their behaviour, actions and practice at 
all times.  

Students who believe they have been treated unfairly are encouraged to use RANSFORD COLLEGE complaints 
and appeals procedures to address their concerns.  RANSFORD COLLEGE will promptly and thoroughly 
investigate all complaints in accordance with the principles, requirements and procedures outlined in its 
Complaints and Appeals Policy. 

  



 

 

 

19. Teaching and Learning Resources 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.1 

- Clause 1.2 

- Clause 1.3 

- Clause 1.4 

- Clause 1.5 

- Clause 1.6 

- Clause 1.7 

• National Code 2007  

- Part C Standard 7.1 

- Part D Standard 14.1 

- Part D Standard 14.2 

 

 

 

 

Related Policies 

• Continuous Improvement 

• Learner Support and Welfare Services 

• Student Orientation 

• Language, Literacy and Numeracy 

• Learner Support Needs Records 

Related Documents 

• Student enrolment survey 

• Enrolment interview record of interview (template) 

• Learner Support Needs Records 

• Training plan template 

• Session plan template 

Policy 

RANSFORD COLLEGE provides teaching and learning facilities, resources, tools and techniques which are 
designed to be effective in meeting the needs of students and applying to the course.   In doing this, various 
attributes of students at RANSFORD COLLEGE are considered, including learning styles, physical or intellectual 
ability, language, literacy and numeracy levels, relevant prior training or employment, cultural or ethnic 
background and socio-economic factors.   

Sufficient trainers, assessors, education and support services, learning resources and facilities will be available 
at all times so that all of the qualifications on RANSFORD COLLEGE’s scope may be delivered. 

Teaching and learning techniques are designed to actively involve students and to make provision for 
differences in their learning styles.  Students are provided with opportunities to be active participants in the 
learning process.   



 

 

Classes at RANSFORD COLLEGE are structured to encourage students and trainers to communicate in ways 
which are effective and positive.  Students are provided with opportunities to freely express themselves and to 
receive feedback on the ideas and views they have expressed.   

RANSFORD COLLEGE trainers are encouraged to utilise various delivery methods so that the teaching and 
learning process can be as effective as possible for all students. 

The learning environment and learning facilities for each unit of competency are required to meet the 
requirements specified in the relevant Training Package. 

Procedures 

Learning environment  

The physical arrangement of furniture in classrooms is to be considered by trainers prior to the beginning of 
each class.  Seating is to be arranged so that all students have the opportunity to clearly see and communicate 
with the trainer and with other students.   Trainers are required to ensure that all students have easy access to 
all of the facilities of the classroom.  

The learning environment will include access to a simulated workplace environment for the completion of 
certain workbook activities.  

Training plans 

Each trainer / assessor is responsible for providing the Training Manager with a complete training plan for each 
unit of competency to be taught.  The training plan encompasses all of the sessions in the unit of competency 
throughout the term.  Each session is of duration two (2) hours. 

The training plan must identify: 

• the topics to be covered during each session 

• the learning resources to be used during each session 

• the learning activities during each session 

• any assessment activities which will take place during scheduled sessions 

Development of training plans 

Trainers will use the following in the development of training plans: 

• RANSFORD COLLEGE’s Learning and Assessment strategy for the qualification  

• RANSFORD COLLEGE’s Assessors’ Guide for the unit of competency 

• knowledge of the students and their requirements  

• the Learner Support Needs Records for each learner 

• understanding of the subject material 

• understanding of the assessment requirements 

• understanding of the classroom facilities 

It is expected that trainers will consult extensively with each other and with the Training Manager in the 
development of training plans.   

The Training Manager will provide trainers with a training plan template. 

Teaching methods 

Trainers are encouraged to develop training plans so that a useful variety of teaching methods is used during 
each class.   

Teaching methods include: 

• lectures (with significant interaction with students) 

• activities in teams with other students 



 

 

• audio and visual presentations 

• demonstration by the trainer/assessor 

• problem solving and problem-based learning in a simulated workplace environment 

• supervised research 

Training plan approval 

Training plans must be provided by each trainer / assessor to the Training Manager at least seven days prior to 
the beginning of each term.  The Training Manager will review each Training Plan, interviewing trainers as 
necessary and making suggestions for improvements.  The Training Manager will approve, sign, and date each 
Training Plan by the start of the third working day before the start of each term.   There is a file of training 
plans for each unit of competency delivered by each trainer in each term.   

The Training Manager is responsible for ensuring that training plans are placed in the file for the relevant unit 
of competency. 

Session Plans 

Trainers are required to develop session plans for each session which is outlined in the training plan.  Each 
session plan will provide detailed information about the proposed approach to each session.  

Session plans will contain the following sections: 

• introduction, including a 

- a welcome activity 

- safety and administrative information 

- explanation of the objectives of the session 

• session timeline 

• details of topics to be presented 

• details of examples and/or case studies to be used 

• details of group activities (including group discussions, role plays etc.) 

• details of documents to be distributed during the session 

• details of practical learning activities 

• details of assessment activities to be conducted during the session 

• “homework” to be given to students 

The session plan incorporates provision for the recording of attendance every within fifteen minutes of the 
start of each hour of the class (please refer to the “Attendance” policy). 

 The Training Manager will provide trainers with a session plan template.  Trainers should refer to Learner 
Support Needs Records in the development of session plans.  Please refer to the Learner Support Needs 
Records policy. 

Trainers are responsible for providing the Training Manager with session plans at least seven days prior to each 
session.   

Session Plan approval 

The Training Manager will approve, sign, and date each session plan by the start of the third working day 
before the session is scheduled.   Prior to that, the Training Manager may meet with trainers and issue 
instructions for improvements and amendments to session plans as deemed necessary. 

 There is a file of session plans for each unit of competency delivered by each trainer in each term.   

The Training Manager is responsible for ensuring that training plans are placed in the file for the relevant unit 
of competency. 



 

 

Facilities and resources for teaching and learning 

RANSFORD COLLEGE’s teaching and learning policy is supported by the facilities and resources available at the 
RANSFORD COLLEGE campuses.  RANSFORD COLLEGE has well-equipped classrooms, a simulation of a business 
office and a fully equipped I.T. laboratory.  An overhead projector connected to a computer with MS Office 
installed and with internet access is provided in each classroom. 

Simulated Office 

RANSFORD COLLEGE has a model office on each campus, where students have access to the facilities of a 
modern business office environment, including ergonomically designed office furniture, internet access, a 
printer, and other office equipment including a fax machine, scanner, photocopier and filing facilities.  The 
model office is used as part of the teaching environment as appropriate, as well as during the assessment for 
certain units of competency. 

 



 

 

20. Assessment 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.2 

- Clause 1.8 

- Clause 1.9 

- Clause 1.10 

- Clause 1.11 

• National Code Part D Standard 14.1 

Related Policies 

• Continuous improvement 

• Assessment processes 

• Reasonable adjustment 

• Developing assessment tools 

• Panelling, piloting and trialling assessment tools 

• Assessor guides and learner guides 

• Assessment validation 

• Pre-delivery assessment validation 

• Post-assessment assessment validation 

• Industry assessment validation 

• Assessment moderation 

• Assessment moderation on appeal 

• Training and assessment Strategies 

• Recognition of prior Learning 

• RPL assessment validation 

• Plagiarism, collusion and cheating 

• Records management 

• Document version control  

  



 

 

Related Documents 

• Assessment Improvement Register 

• Assessor Guide Acknowledgement Register 

• Learner Guide Acknowledgement Register 

• Reassessment Schedule 

• Assessor Guides 

• Learner Guides 

Policy 

The following are the essential tenets of RANSFORD COLLEGE’s approach to assessment: 

• Assessment processes and instruments at RANSFORD COLLEGE are designed to ensure the principles 
of assessment and to satisfy the rules of evidence. 

• All assessment tools are developed or adapted by RANSFORD COLLEGE, in consultation with appropriate 
industry advisors, to comply with the assessment guidelines specified in the relevant Training Package  

• Assessment tools developed or adapted by RANSFORD COLLEGE consider the relevant employability skills or 
key competencies for the qualification being undertaken 

• Assessment tools developed or adapted by RANSFORD COLLEGE are designed to provide candidates with the 
opportunity to demonstrate skills to function effectively in the workplace according to the dimensions of 
competency. 

• Assessment tools developed or adapted by RANSFORD COLLEGE consider the cultural and linguistic needs of 
students.    

• Assessment tools are developed or adapted by RANSFORD COLLEGE trainers/assessors working collaboratively.  

• Assessors are required to consult with industry advisors (who are subject matter experts) in the development 
or adaptation of assessment tools.  

• If students believe that they have work or life skills which are appropriate, they are encouraged to seek 
recognition of prior learning.   

• Students with a disability may make reasonable requests for necessary adjustments to be made to assessment 
tools.   

Rules of evidence 

Evidence which is collected from candidates in order to make assessment judgements is required to satisfy the 
rules of evidence.  That is, evidence which is collected must be valid, current, sufficient and authentic. 

Validity of evidence 

Evidence is considered valid if it: 

• addresses the elements and performance criteria of the unit of competency 

• reflects the skills, knowledge and context described in the competency standard 

• demonstrates the required skills and knowledge (this takes place at RANSFORD COLLEGE in simulated 
workplace environments) 

Currency of evidence 

Evidence is considered current if it: 

• demonstrates the candidate’s current skills and knowledge 

• complies with current standards 

Sufficiency of evidence 

Evidence is considered to be sufficient if it: 



 

 

• demonstrates competence over a period of time (at RANSFORD COLLEGE, competence is demonstrated over a 
period of one term. 

• demonstrate competence that is able to be repeated 

• complies with language, literacy and numeracy skills which do not exceed those required by the work task 

Authenticity of evidence 

Evidence is considered to be authentic if it: 

• is the work of the candidate 

• is able to be verified as genuine 

The Training Manager is responsible for ensuring that assessment tools are developed in compliance with the 
rules of evidence.   

Principles of assessment 

Assessment methods used at RANSFORD COLLEGE are chosen to comply with the principles of assessment, 
that is, that they are valid, reliable, flexible fair and sufficient. 

Validity of assessment 

Validity is concerned with extent to which an assessment decision about a candidate is justified.  The 
assessment must be appropriate in terms of the inferences, use and consequences that result from it. 

Reliability of assessment 

Reliability is an estimate of how accurate or precise an assessment task is as a measurement instrument. 

Flexibility of assessment 

To be flexible, assessment needs to reflect the needs of the candidate, provide for recognition of 
competencies regardless of how, where or when they have been acquired, draw on a range of methods 
appropriate to the context, the competency and the candidate, and support continuous competency 
development. 

Fairness of assessment 

Fairness in assessment requires consideration of the individual candidate’s needs and characteristics, and any 
reasonable adjustments that need to be applied to take account of them.  It requires that the candidate is fully 
informed about the assessment process and is provided with the opportunity to challenge the result of the 
assessment and be reassessed if necessary. 

Sufficiency of assessment 

Sufficiency relates to the quality and quantity of evidence assessed.  It requires collection of enough 
appropriate evidence to ensure that all aspects of competency have been satisfied and that competency can 
be demonstrated repeatedly. 

Procedures 

Gathering and evaluating sufficient evidence 

Various evidence gathering techniques are used for each unit of competency to ensure that assessment 
instruments evaluate sufficient evidence to enable judgements to be made about whether competency has 
been attained.   

The Learning and Assessment Strategy for each qualification and the Assessor Guide for each unit of 
competency provide details of the evidence gathering techniques used.    

The various assessment validation and moderation policies and procedures are designed to review and 
improve assessment tools to ensure that they continue to involve the evaluation of sufficient evidence for 
judgements to be made about competency.    

 



 

 

Assessment of employability skills or foundation skills 

All assessment tasks are designed to allow candidates to demonstrate attainment of employability skills or 
foundation skills according to the employability skills or foundations skills summary for the qualification.  

Mapping employability skills / foundation skills to assessment tasks 

The Assessor Guide for each unit of competency provides a summary for each assessment task of the 
employability skills or foundation skills which will be demonstrated if the task is completed satisfactorily. 

A candidate who satisfactorily completes an assessment task is considered to have satisfactorily demonstrated 
the employability skills or foundation skills which are mapped to the assessment task according to the mapping 
in the Assessor Guide. 

Dimensions of competency 

Each assessment task in each unit of competency is designed to enable candidates to demonstrate the skills to 
function effectively in the workplace and the knowledge and attitudes to apply those skills in routine and non-
routine situations.  Candidates are provided with the opportunity to demonstrate these sets of skills and 
knowledge (the dimensions of competency) in the completion of each assessment task.  Each assessment 
instrument requires candidates to demonstrate task skills, task management skills, contingency management 
skills and job/role environment skills. 

Assessing the dimensions of competency 

Each assessment instrument requires candidates to respond to one or more simulated work activities.  In each 
case, the developer of the assessment tool has considered the following questions: 

• What are the individual tasks that are required to complete the work activity? (task skills) 

• What skills are required to plan and integrate the different tasks associated with this work activity (task 
management skills)? 

• What type of problems and irregularities might a person encounter when undertaking this work activity? 
(contingency management skills) 

• What skills are required to deal with the responsibilities and expectations of the work environment when 
undertaking this activity? (job / role environment skills) 

Assessment methods 

Multiple methods of assessment are used for each unit of competency to ensure validity, reliability, fairness 
and flexibility and sufficiency of assessment.  By using multiple methods of assessment, variations in the 
cultural and linguistic needs of students can be accommodated. 

The following are amongst the assessment methods are used at RANSFORD COLLEGE: 

• Demonstration of skills in a simulated workplace environment 

• Observation of performance in a simulated situation 

• Oral questioning 

• Responses to workplace scenario exercises 

• Projects 

• Case studies 

• Presentations 

• Written assessments 

• Role play responses 

 

 

 



 

 

Ensuring that assessment tools comply with the rules of evidence and the principles of assessment 

For details of the processes used at RANSFORD COLLEGE to ensure that evidence which is collected complies 
with the rules of evidence and the principles of assessment, please refer to the following policies and 
associated procedures: 

• Development of assessment tools 

• Pre-delivery assessment validation 

• Post-assessment assessment validation 

• Industry assessment validation 

• Assessment moderation 

• Assessment moderation on appeal 

• RPL assessment validation 

• Plagiarism, collusion and cheating  

Information about assessment and required standard of performance 

 RANSFORD COLLEGE ensures that students and candidates for RPL understand the requirements of each 
assessment task and the evidence they need to provide in order for a judgement to be made that they have 
satisfactorily completed the assessment task.   

Students and candidates for RPL are provided with instructions at the start of each unit of competency about 
what is expected of them in response to each assessment task for that unit of competency.    

Trainers/assessors are required to ensure that instructions provided to students regarding assessment tasks 
are clear, explicit and ordered.     

Trainers/assessors are required to ensure that candidates for assessment understand the definitions of 
plagiarism, collusion and cheating, and that they aware of the consequences and the penalties which may 
result from, involvement in plagiarism, collusion or cheating. 

Candidates are provided with detailed information about the standard of performance required of them and 
with detailed advice about the criteria by which they will be assessed.    

Candidates are provided with this information and advice: 

• in writing in the Learner Guide for each unit of competency 

• verbally by the trainer/assessor on the first day of classes in the unit 

• verbally by the trainer/assessor when describing each assessment task and providing instructions for its 
completion 

The use of “PlagScan” for detecting plagiarism 

Assessors are responsible for submitting all written student assessment submissions to PlagScan prior to 
marking.   If PlagScan reports a plagiarism content of greater than 15%, the written submission will not be 
marked.  In such cases, the student will be provided with the opportunity to resubmit the written assessment.   

If, upon resubmission of a plagiarised written assessment, PlagScan reports a plagiarism content of greater 
than 15%, the outcome for the assessment task will be NS (Not Satisfactory) and the outcome for the unit will 
be NYC (“Not Yet Competent”). 

Opportunity for students to submit to PlagScan prior to assessment 

Assessors are to provide students with one opportunity to submit each written assessment item to PlagScan 
for checking prior to formal submission to the assessor.  It is the responsibility of each student to produce a 
revised version of the written assessment item should PlagScan identify a level of plagiarism greater than 15%. 

 

 



 

 

Learner guides 

At the beginning of each term, all students are provided with a learner guide for each unit of competency they 
are undertaking in that term.  The learner guide for each unit of competency contains clear instructions for 
students on the assessments they will be undertaking and on the required standards of performance and the 
criteria by which they will be assessed.   

Please refer to “Assessor Guides and Learner Guides” for details of information which is provided in learner 
guides. 

Learner Guide Acknowledgement Register 

Upon receiving the Learner Guide for each unit of competency at the beginning of each term, each student is 
required to sign the Learner Guide Acknowledgement Register to acknowledge having been provided with a 
copy of the learner guide. There is a Learner Guide Acknowledgement Register for each learner group each 
term.  The Learner Guide Acknowledgement Register is filed in the Learner Guides file for the term.  The 
Training Manager is responsible for the completion of each Learner Guide Acknowledgement Register and its 
subsequent filing. 

Assessor Guides 

Trainers/assessors must refer to the Assessor Guide for each unit of competency to gain a clear understanding 
of the required standard of performance when assessing students and to understand the context and purpose 
of each assessment instrument.  The processes for assessment are also provided in detail in each assessor 
guide.   

Please refer to “Assessor Guides and Learner Guides” for details of information which is provided in assessor 
guides. 

Assessor Guide Acknowledgement Register 

Upon receiving the Assessor Guide for each unit of competency at the beginning of each term, each 
trainer/assessor is required to sign the Assessor Guide Acknowledgement Register to acknowledge having 
been provided with a copy of the assessor guide. There is a Learner Guide Acknowledgement Register for each 
learner group each term.  The Assessor Guide Acknowledgement Register is filed in the Assessor Guides file for 
the term.  The Training Manager is responsible for the completion of each Assessor Guide Acknowledgement 
Register and its subsequent filing. 

Assessment guidelines  

RANSFORD COLLEGE Assessment tools are developed in reference to the elements of competence and 
performance criteria as detailed in the unit guide for each unit of competency.  The required knowledge and 
skills, the range statement, and the evidence guide are considered carefully.  Detailed assessment guidelines 
are provided for assessors in the assessor guide for each unit of competency. 

Compliance with access and equity legislation 

RANSFORD COLLEGE’s assessment tools are developed to comply with current access and equity, and privacy 
legislation.  

The CEO will delegate to an appropriately qualified and skilled member of staff the task of checking all 
assessment tools prior to use for compliance with access and equity and privacy legislation. 

Consultation in assessment development 

Assessment tools (the processes and instruments of assessment) at RANSFORD COLLEGE are developed or 
adapted in consultation with various groups.  These may include:   

• the learner cohort 

• trainers 

• assessors responsible for conducting the assessments 



 

 

• technical experts 

• industry advisors 

• industry regulators 

• employer representatives 

• members of professional associations 

The Training Manager is responsible for ensuring that assessment tools are developed or adapted with 
appropriate consultation.  Please refer to “Developing Assessment Tools” for more information about the 
consultation process in the development of assessment tools. 

Consistent use of resources in training and assessment 

 RANSFORD COLLEGE ensures that all trainers and assessors use the resources available for training and 
assessment consistently.   Trainers and assessors must refer to the relevant training and assessment strategies 
and assessor guides prior to the scheduled delivery and assessment of each unit of competency.  Trainers and 
assessors are required to check that the required facilities, equipment, and training and assessment resources 
are available.  These details are documented in the session plan that each trainer must produce prior to each 
session. 

The Training Manager is responsible for ensuring that required facilities, equipment, and resources for training 
and assessment are in place and are being used by training and assessing staff. 

Information about the awarding of qualifications 

Students are informed that qualifications are awarded only upon successfully completing and being assessed 
as “competent” in all of the units of competency of the qualification in which the student is enrolled. 

Maintaining records of assessment 

Details of the processes used to create, maintain, utilise and retain records of assessment at RANSFORD 
COLLEGE are documented in RANSFORD COLLEGE’s policy and procedures for records management and 
document version control. 

Retaining information about assessment  

Information about the assessment for each unit of competency is retained for two years following completion 
of the term in which the unit of competency was assessed.  Assessment records are kept for thirty years 
according to the requirements of the Standards for RTOs 2015.  Please refer to the Record Retention policy for 
details of the processes involved. 

 



 

 

21. Assessment Process 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.8 

- Clause 1.9 

- Clause 1.10 

- Clause 1.11 

- Clause 1.12 

Related Policies 

• Assessment 

• Assessment moderation 

• Assessment validation 

• Monitoring course progress 

• Attendance 

• Plagiarism, collusion and cheating 

• Assessor Guides and Learner Guides 

• Compassionate or compelling circumstances 

• Complaints and Appeals 

Related Documents 

• Unit assessment schedule 

• Application for late submission 

• Approval of application for late submission 

• Rejection of application for late submission 

• Assessment Task Submission Cover Sheet 

• Reassessment Schedule 

Policy 

The process of assessment at RANSFORD COLLEGE will be fair and equitable.  Candidates will have clear 
information about how and when assessment and/or reassessment is to take place, and the processes for 
recording and reporting upon assessment outcomes.  Candidates will be made aware of the consequences of 
being assessed as Not Competent (NC) in a unit of competency, and the options available to them should that 
occur. 

Procedures 

Assessments in scheduled class time 

It is often the case that assessment tasks are conducted during scheduled class sessions.  Students are 
therefore required to ensure that they attend all classes.  In support of the process of monitoring course 
progress, it is a condition of ongoing enrolment that students attend at least 80% of scheduled classes each 
term (please refer to the Attendance policy). 



 

 

Assessment rules 

Students must: 

• sign the unit assessment schedule provided by the trainer during the first class of each unit of competency 

• complete, by the specified due dates each term, all assessments tasks required in each unit of competency  

• ensure that they inform RANSFORD COLLEGE before any anticipated absences or immediately after any 
unforeseen absences which might result, or which have resulted in not being in class when assessment tasks 
are scheduled 

• retain a copy of all assessment material submitted 

• not plagiarise, collude or cheat in the development of submissions to assessment tasks (please refer the 
section below on the use of the PlagScan plagiarism detection platform and to the “Plagiarism, Collusion and 
Cheating” policy and procedures) 

• attach a completed, signed and dated, RANSFORD COLLEGE assessment task submission cover sheet with 
every written assessment task submission (including for group submissions) 

• provide an assessment task submission declaration prior to all non-written assessment submissions 

Information provided about assessment tasks 

For each assessment task, students will be provided with detailed information about:  

• the timing and nature of the assessment  

• the skills and knowledge to be assessed 

• the evidence requirements 

• the definitions of plagiarism, collusion and cheating, and the consequences, according to RANSFORD 
COLLEGE’s documented policies and procedures, of plagiarism, collusion or cheating. 

Informing students of the time requirements of assessment tasks 

Assessment tools are designed in such a way as to ensure that candidates are allowed reasonable and 
specified time to complete assessment tasks.  Learner Guides contain estimates of the amount of time 
required to complete each assessment task. 

Unit Assessment Schedule 

During the first class for the unit, the trainer is to provide candidates with a separate document which lists the 
date and time each deliverable is due for submission (the unit assessment schedule).  

 The Training Manager is responsible for distributing unit assessment schedules to trainers. 

Each student is to sign and date the unit assessment schedule to indicate acceptance.  Before the end of the 
first class for the unit, students must return to the trainer the “tear-off” acceptance component of the unit 
assessment schedule.  The trainer will place the “tear-off” acceptance component of the unit assessment 
schedule in the student’s file. 

Informing students of the rules for assessment submission 

Trainers/assessors are required to inform candidates of the rules for assessment submission during the first 
class for each unit.  This includes providing students with information about the use of PlagScan, RANSFORD 
COLLEGE’s online plagiarism checking tool. 

Using PlagScan to check for plagiarism 

Assessors are responsible for submitting all written student assessment submissions to PlagScan prior to 
marking.   If PlagScan reports a plagiarism content of greater than 15%, the written submission will not be 
marked.  In such cases, the student will be provided with the opportunity to resubmit the written assessment.   



 

 

If, upon resubmission of a plagiarised written assessment, PlagScan reports a plagiarism content of more than 
15%, the outcome for the assessment task will be NS (Not Satisfactory) and the outcome for the unit will be 
NYC (“Not Yet Competent”). 

Opportunity for students to submit to PlagScan prior to assessment 

Assessors are to provide students with one opportunity to submit each written assessment item to PlagScan 
for checking prior to formal submission to the assessor.  It is the responsibility of each student to produce a 
revised version of the written assessment item should PlagScan identify a level of plagiarism greater than 15%. 

Criterion for assessment as competent in a unit of competency 

Candidates must satisfactorily complete all of the assessment tasks for a unit of competency in order to be 
assessed as competent in the unit. 

Submitting responses by the due date 

Candidates’ responses to assessment tasks must be submitted to the trainer on or before (in consultation with 
the trainer) the due date and time as specified by the trainer in class and in the unit assessment schedule. 

Late submission due to compassionate or compelling circumstances 

Late submissions will be accepted for assessment only if a student applies for late submission by completing 
the “Application for late submission” form.  The application for late submission form must include information 
about, and evidence of, compelling or compassionate circumstances which resulted or will result in late 
submission. 

Information about compassionate or compelling circumstances is provided to candidates in the student 
handbook and to trainers/assessors in the RANSFORD COLLEGE Policies and Procedures Manual. 

Late submission may apply to: 

• documents for assessment 

• interviews in a role play situation 

• class tests 

• oral questioning 

• class presentations 

• demonstration of practical skills 

“Application for late submission” form 

Late submissions will be assessed only if a student applies for late submission by completing the “Application 
for late submission” form.  The application for late submission must include information about, and evidence 
of, compelling or compassionate circumstances which resulted or will result in late submission. 

Processing of applications for late submission 

Applications for late submission must be submitted prior to the due date of the submission whenever possible.  
Applications for late submission will be accepted after the due date of the submission only if it is determined 
that it was not possible for the student to submit the application prior to the date of the assessment. 

The Training Manager is responsible for processing applications for late submission.   

“Approval of application for late submission” form 

If a student’s application for late submission is accepted, the student will be provided with an alternative date 
and time by which the submission is due.  This information will be provided in the “Approval of application for 
late submission” form. 

“Rejection of application for late submission” form 

If a student’s application for late submission is not accepted, the student is required to make the submission 
by the due date and time.  Under these circumstances, if the submission is not made by the due date and time, 



 

 

the student will be assessed as not having satisfactorily completed the assessment task.   This information will 
be provided in the “Rejection of application for late submission” form. 

Appealing a decision regarding an application for late submission 

A student may appeal the decision regarding an application for late submission by use of RANSFORD 
COLLEGE’s complaints and appeals process.   

Submitting assessment outcomes for database entry 

Assessment outcomes for all students in all programs are submitted by trainers/assessors to the Training 
Manager by the end of the second day following the end of each term.  The Training Manager will provide the 
Student Services Manager with a spreadsheet listing assessment outcome (C or NYC) for all students who have 
completed units in a given term by the end of the third working day following the completion of that term.   

The assessment results will be provided by the Training Manager to the Student Services Manager in the form 
of spreadsheets, with one worksheet per group in each unit of competency.  The assessment result worksheets 
will be signed and dated by the Training Manager. 

Entering assessment outcomes into the student database 

The Student Services Manager is responsible for ensuring the entry of assessment outcomes in the student 
database.   All results will be entered into the student database by the third day following the completion of 
each term.  It is the responsibility of the Student Services Manager to ensure that all results have been entered 
into the student database by this time. 

Checking assessment outcome reports 

Printed copies of assessment outcome summaries generated from the data which has been entered into the 
student database are provided by the Student Services Manager to the Training Manager for checking and 
signing off.   The Student Services Manager will provide the Training Manager with all assessment outcome 
summaries by the end of the fourth day following the end of each term. 

Upon the completion of the moderation process (please refer to Assessment Moderation), the Training 
Manager will return the signed assessment outcome summaries to the Student Services Manager, with any 
modifications deriving from the assessment moderation process as required.   

The Training Manager will return the signed assessment outcome summaries to the Student Services Manager 
by the end of the seventh working day following the end of each term.  Results will be made available to 
students before the start of the eighth working day of the term following the end of each term. 

Filing assessment outcomes (student results) 

A file is maintained by the Student Services Manager for each unit of competency assessed in each term of 
each program.  The Student Services Manager is responsible for filing the printed and signed copies of the 
assessment outcomes spreadsheets (provided by the Training Manager) and the student database assessment 
outcome summary printouts (checked and signed by the Training Manager) in the correct file for each unit of 
competency.   

Student access to assessment outcomes (student results) 

All assessment outcomes each term will be available for querying and reporting from the student database 
(the student database) by both staff and students by start of the eighth working day following the completion 
of each term.  Students will have access to their assessment outcomes in the student database by use of the 
student database 

The assessment results will, additionally, be displayed on the student noticeboard by the end of the eighth 
working day following the completion of each term.  

Feedback about the outcomes of the assessment process 

All RANSFORD COLLEGE assessment tools are designed so that written feedback is provided into students 
about the outcome of the assessment process.  Trainers/assessors are required to provide appropriate 



 

 

feedback about the outcome of the assessment process and guidance on future options for the 
student.  Instructions about providing feedback and advice appear in the Assessor Guide for each unit of 
competency. 

Reassessment 

Students assessed as “not yet competent” in one or more units of competency in a term will be provided the 
opportunity for reassessment for those assessment tasks which they have not satisfactorily completed. 

Scheduling of reassessments 

Reassessments for those assessment tasks which students have not satisfactorily completed are scheduled 
during RANSFORD COLLEGE’s non-compulsory study periods.  Students are required to make themselves 
available for reassessment at the date(s), time(s) and location(s) agreed (see below). 

Reassessment interviews 

The arrangements for reassessment will be agreed in an interview with the student and the Training Manager.  
The Training Manager will document reassessment interviews in records of interview.  The student will be 
provided with a copy of the record of interview and a copy will be placed in the student’s file. 

No additional fee for reassessment 

No additional fee will apply for reassessment.   

One reassessment per unit of competency 

Reassessment is allowed once for each assessment task attempted during or following a student’s attendance 
of the classes for each unit of competency.   

Reassessment Schedule 

Students are required to confirm in writing that they accept the rules of the reassessment process.   The 
Training Manager produces a reassessment schedule for each student required to undertake reassessments.  
The reassessment schedule lists the assessments in each unit of competency in which the student is to be 
reassessed, providing details of the date(s), time(s) and location(s) of the reassessments.   

By signing and dating the reassessment schedule for a term, the student indicates acceptance of the 
requirement for the reassessments and agrees to attend for the reassessments at the dates, times and 
locations indicated. 

NYC remains if the requirements of the reassessment process are not satisfied 

If a student does not satisfy the requirements of the reassessment process, the NYC (Not Yet Competent) 
previously awarded for the unit of competency will remain.   

Repeating the classes for units of competency 

If, following reassessment for a unit of competency in all of the assessment tasks which the student did not 
satisfactorily complete, the student’s assessment outcome remains “Not Yet Competent”, the student 
may repeat all of the classes for that unit of competency.  This provides the student with an additional 
opportunity to acquire the skills and knowledge to be assessed. 

There will be an additional fee for repeating units.  The fee is published in the student handbook, and on the 
offer enrolment and acceptance agreement, signed by the student. 

The processes for assessment and reassessment that apply after having repeated the classes for a unit of 
competency are the same as those which apply the first time the classes are undertaken.  There is no 
restriction applied to the number of times a student can repeat the classes for unit of competency. 

If a student decides to repeat the classes for a unit of competency, the student must make arrangements with 
the Training Manager for the scheduling of the classes. 



 

 

Students are informed that repeating the classes for units of competency might increase the length of their 
course, and that they might have to apply for an extension to their visa.  Students are required to refer to the 
section in the Student Handbook entitled “Completion within Course Duration”. 

 

 



 

 

22. Reasonable Adjustment 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for Registered Training Organisations 2015 

- Clause 1.7  

Related Policies 

• Teaching and Learning 

• Training and Assessment Strategies 

• Assessment 

• Assessment Processes 

• Language, Literacy and Numeracy 

• Learner Support Needs Records 

• Complaints and appeals 

Related Documents 

• Records of interview 

• Training and Assessment Strategies 

• Assessor guides 

• Learner guides 

Policy 

RANSFORD COLLEGE adopts the Disability Standards for Education 2005, underpinned by the Equal 
Opportunity Act (1995) which states that it is unlawful for an educational authority to discriminate against a 
person on the grounds of their disability. 

RANSFORD COLLEGE will treat all students and candidates for assessment, including those with disabilities, 
equally and with dignity.  Students who have a disability will be able to enjoy the benefits of the educational 
experience in the same way as those without a disability.  

Wherever feasible and practicable and in consultation with the Training Manager, RANSFORD COLLEGE 
trainers and assessors will take into consideration the special needs of students who have a disability and 
make appropriate adjustments to the training and/or assessment environments. 

Reasonable adjustment for students with a disability will be individualised, and granted with integrity 
according to negotiations with stakeholders.  Reasonable adjustment will be implemented in such a way as to 
ensure that the interests of all parties are met, applied with care and fairness, and applied across the scope of 
a learner’s interaction with RANSFORD COLLEGE. 

Reasonable adjustment in assessment can be made where required as long as the competencies being 
assessed are not compromised. 

 

Procedures 

RANSFORD COLLEGE recognises the individual needs of its students and respects the rights of all student to 
participate and complete their enrolled course.  



 

 

Student seeking reasonable adjustment due to a disability or special need to discuss their needs at the time of 
enrolment.  

The Student Services Manager will consult with students seeking reasonable adjustment to consider what 
adjustments can be made without compromise to the assessment conditions and assessment integrity. 

Using alternative media 

As necessary, RANSFORD COLLEGE will make learning resources more accessible by presenting information 
using alternative media.   

RANSFORD COLLEGE can adapt if necessary the physical learning environment through the use of audio-visual 
aids, appropriately designed furniture and innovations in equipment.   

Trainers are responsible for identifying the requirement for the use of alternative media and for adapting, or 
making recommendations about adapting, the physical learning environment.   

Such requirements must be documented in: 

• the training plan for the unit of competency 

• individual session plans 

A learner who has a visual impairment may be provided with large print on screen, as this could also be used in 
the workplace. 

A learner with a physical disability may be allowed more time to key in text. 

Additional support 

The Student Services Manager is responsible, as necessary, for organising additional support for students with 
a disability. 

Examples of additional support might include: 

• sign language interpreters 

• tutorial support 

• scribes 

The Student Services Manager is responsible for investigating the availability of, and funding for, such services. 

 Students will be encouraged at orientation to make known to the Student Services Manager any requirements 
for additional support.   

Records of interview 

The Student Services Manager will interview students requesting additional support or reasonable adjustment.  
The interviews will be documented in records of interview. 

Altering timeframes and durations 

RANSFORD COLLEGE will make changes as necessary and justified to the timeframes and durations allocated to 
training and assessment.  Students in Australia on a student visa will need to be aware that changes to the 
timeframes and durations of their courses may cause an impact upon their student visa.  Such students will be 
advised to contact the nearest DIBP office for advice. 

Informing students of opportunities for reasonable adjustment 

Students are fully informed about reasonable adjustment and the procedures involved during the orientation 
session which they must attend prior to attending any classes and in the Student Handbook, which is provided 
at to students at enrolment.   

Students who wish to request reasonable adjustment may make an appointment with the Student Services 
Manager to discuss the issues and organise the process, or they may have a confidential discussion with their 
class trainer/assessor. 

Fairness of assessment 



 

 

Fairness is one of the principles of assessment.  Fairness in assessment requires consideration of the individual 
candidate’s needs and characteristics, and any reasonable adjustments that need to be applied to take 
account of them.  

Students are advised in the Learner Guide for each unit of competency of the following: 

“RANSFORD COLLEGE recognises the need to make reasonable adjustments within the assessment and 
learning environments to meet your individual needs”.  If you need to speak in confidence with someone 
about your individual needs, please ask your trainer/assessor”. 

Seeking advice from industry 

Advice is sought from industry advisors on reasonable adjustments that can be made in the workplace for 
students with a disability.  Please refer to the “Industry Engagement” policy for information on RANSFORD 
COLLEGE’s approach to seeking advice from industry.  The Student Services Manager is responsible for 
ensuring that all interviews with industry advisors are documented in records of interview. 

Information in Assessor Guides and Learner Guides 

Assessor Guides contain information for assessors about reasonable adjustments that might be made for 
candidates for assessment.  Learner Guides contain information for candidates about reasonable adjustment. 

Information in Training and Assessment Strategies 

Training and Assessment Strategies contain information about RANSFORD COLLEGE’s approach to reasonable 
adjustment. 

Complaints 

Students who have a complaint against the reasonable adjustments made to their course should refer to the 
complaints and appeals policy. Students should first contact the Student Services Manager.  

Students who are not satisfied by the outcome provided by RANSFORD COLLEGE may appeal to an external 
agency or authority as stated in the complaints and appeals policy. 

 

 

 



 

 

23. Qualifications and Statements of Attainment 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 3.1 

- Clause 3.2 

- Clause 3.3 

- Clause 3.4 

Related Policies 

• Assessment 

• Assessment Processes 

Related Documents 

• Certificate III (Template) 

• Certificate IV (Template) 

• Diploma (Template) 

• Advanced Diploma (Template) 

• Statement of Attainment (Template) 

Policy 

RANSFORD COLLEGE will issue qualifications and statements of attainment according to the: 

• mechanisms for the protection of the titles of the qualifications in the Australian Qualifications Framework 
(AQF) 

• AQF guidelines relating to responsibility for, and conditions under which, the qualifications may be issued, and 

• AQF protocols defining the form of the qualification to be issued 

The CEO is responsible for ensuring that RANSFORD COLLEGE adheres to the mechanisms, guidelines and 
protocols of the AQF in the issuance of qualifications. 

From 1 January 2015, all students undertaking a nationally recognised are required to have a Unique Student 
Identifier (USI) and to provide this enrolling for a course.  Students will not be able to issue with statements of 
attainment or with qualifications if they do not provide their USI. 

Procedures 

Issuing certification documents 

Qualifications will be issued free of charge to students who are assessed as competent in all of the units of 
competency from a nationally recognised qualification on RANSFORD COLLEGE’s scope.   The Student Services 
Manager is responsible for ensuring that AQF certification documentation is issued within 30 calendar days of 
each learner’s final assessment being completed or of the learner exiting their course, providing all fees have 
been paid).   All certification documents are provided directly to the learner and not to a third-party. 

A fee (refer to the current fee schedule) will apply for each additional copy of a Diploma or Certificate issued 
upon request for a replacement of the original. 

Statements of attainment 



 

 

A formal Statement of Attainment is available at the end of each study period at no additional cost to the 
learner, provided the student has paid in full for the tuition related to the units of competency on the 
Statement of Attainment.  

Students are entitled to a formal Statement of Attainment on withdrawal, cancellation or transfer to another 
registered provider, prior to completing a qualification, provided the student has paid in full for the tuition 
related to the units of competency to be shown on the Statement of Attainment. 

A fee (refer to the current fee schedule) is charged for the issuing of more than one statement of attainment 
for the same study period.   This fee is listed on the Enrolment Offer and Acceptance Agreement signed by the 
student. 

A statement of attainment issued to a student will indicate all nationally endorsed units of competency in the 
applicable Training Package for which the student has been assessed as competent.   

The Student Services Manager is responsible for the issuing of Statements of Attainment to students who 
request them.   

Statements of Attainment will be issued to students within ten working days of a request lodged at the 
reception desk. 

All AQF certification documentation is issued to a learner within 30 calendar days of the learner being assessed 
as meeting the requirements of the training product if the training program in which the learner is enrolled is 
complete, and providing all agreed fees the learner owes to RANSFORD COLLEGE have been paid. 

 Protocol for defining the form of a qualification 

RANSFORD COLLEGE will adhere to the AQF protocol for defining the form of a qualification.  The protocol 
states that all vocational education and training qualifications issued under the Framework will include the 
following elements (these include the elements that are additionally required in the vocational education and 
training sector).  Note that those elements beginning with the words “where appropriate” or “where relevant” 
in the protocol have not been included below as they are, in fact, not appropriate or relevant in the RANSFORD 
COLLEGE context. 

• name, code and logo of issuing body 

• name of person receiving the qualification 

• nomenclature as in the Framework, e.g. Certificate IV, Diploma 

• date issued 

• authorised signatory 

• industry descriptor occupational or functional stream in brackets 

• the words “the qualification certified herein is recognised within the Australian Qualifications Framework 

The qualification must also include the Nationally Recognised Training (NRT) logo according to the conditions 
in the NRT logo specifications. 

 Protocol for defining the form of a statement of attainment 

RANSFORD COLLEGE will adhere to the AQF protocol for defining the form of a statement of attainment.  The 
protocol states that Statements of Attainment which are issued in the vocational education and training sector 
by Registered Training Organisations will include the following features: 

• RANSFORD COLLEGE’s provider name and code 

• name of the person who achieved the competencies or modules 

• date issued 

• a list of competencies (or modules where no competencies exist) including the national code for each unit of 
competency  



 

 

• authorised signatory 

• contact details for enquiries relating to the Statement of Attainment 

• the Nationally Recognised Training logo 

• the words “A Statement of Attainment is issued by a Registered Training Organisation when an individual has 
completed one or more units of competency from nationally recognised qualification(s)/course(s)”; and 

• the words “This Statement of Attainment is recognised within the Australian Qualifications Framework” 

The Qualifications and Certificates Register 

The Student Services Manager is responsible for maintaining the Qualifications and Certificates Register.  The 
Register will contain the unique identifying number of each qualification and Statement of Attainment issued, 
the holder of the qualification, the AQF qualification by its full title and the date of issue of the qualification.  It 
will also indicate how the certificate was provided to the student.  Each entry will be signed by the Student 
Services Manager. 

 



 

 

24. Sourcing Learning Resources 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

This policy and set of associated procedures is designed to support RANSFORD COLLEGE’s compliance with: 

• Standards for RTOs 2015 

- Clause 1.1 

- Clause 1.2 

- Clause 1.3 

- Clause 1.4 

• National Code 2007 

- Part D Standards 14.2  

 

 

 

Related Policies 

• Continuous Improvement 

• Developing supplementary learning resources 

• Teaching and learning 

Related Documents 

• Learning resources for each unit of competency 

• Training plan (template) 

• Session plan (template) 

Policy 

The use of learning resources at RANSFORD COLLEGE will be consistent with the requirements of the relevant 
Training Package. 

RANSFORD COLLEGE will acquire learning resources from third-party sources whenever suitable material is 
available.   

Trainers and assessors will work collaboratively to make decisions about the selection of third-party learning 
resources.  Industry advisors will be consulted in the selection of third-party learning resources. 

If suitable third-party learning resources are unavailable, RANSFORD COLLEGE will develop learning resources 
in-house. 

Procedures 

Sourcing learning resources 

RANSFORD COLLEGE will acquire for each learner suitable third-party learning resources for each unit of 
competency.  The Training Manager is responsible for ensuring that suitable resources are sourced and 
provided to students.  The materials fee paid by students upon enrolment covers the cost of provision to 
students of third-party learning resources.   

 Criteria for selection of learning resources 

 The learning resources used by RANSFORD COLLEGE for each unit of competency must satisfy the 
following criteria: 

• They must be relevant to the characteristics of the RANSFORD COLLEGE student cohort 

• They must address all of the elements and all of the performance criteria of the unit 



 

 

• They must provide examples and workbook exercises designed to reinforce the required knowledge and 
required skills of the unit of competency 

Circumstances under which learning resources need to be sourced or developed 

Learning resources will need to be sourced, and development of supplementary learning materials considered, 
when: 

• a new qualification or a new unit of competency is added to RANSFORD COLLEGE’s scope 

• there is a transition to a currently endorsed Training Package from a superseded Training Package  

• a feedback mechanism identifies the need for new or different material 

Sourcing learning resources according to the requirements of the relevant Training Package or accredited 
course 

Learning resources are sourced with consideration of the following information from the relevant Training 
Package or accredited course: 

• learner characteristics  

• learning environments 

• LLN skills of the RANSFORD COLLEGE student cohort 

• Workplace expectations 



 

 

25. Developing Supplementary Learning Resources 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.1 

- Clause 1.2 

- Clause 1.3 

- Clause 1.4 

Related Policies 

• Continuous Improvement 

• Sourcing learning resources 

• Teaching and learning 

Related Documents 

• Learning Resources Development Register 

• Learning resources for each unit of competency 

• Training plan (template) 

• Session plan (template) 

• List of appropriate industry contacts 

• Record of interview with industry representative 

• Industry consultation register 

Policy 

The use of learning resources at RANSFORD COLLEGE will be consistent with the requirements of the relevant 
Training Package or accredited course.    

RANSFORD COLLEGE will acquire learning resources from third-party sources whenever suitable material is 
available.  

RANSFORD COLLEGE trainers/assessors will work collaboratively to develop supplementary third-party 
resources as necessary and determined by the Training Manager. Development of original learning resources 
by RANSFORD COLLEGE and the development of material to supplement third-party learning resources will 
take place as necessary and directed by the Training Manager. 

RANSFORD COLLEGE recognises that by working together as a team, trainers and assessors can contribute a 
thorough knowledge of the requirements and learning preferences of their student cohort.  Trainers and 
assessors working collaboratively are able to contribute a diversity of experience and skills to the sourcing and 
development of learning materials suitable for the cultural and social backgrounds of RANSFORD COLLEGE 
students.  Working collaboratively, trainers are more likely to make consistent use of available resources than 
trainers working alone.  For these reasons, trainers at RANSFORD COLLEGE are required to work 
collaboratively (with each other and with relevant stakeholders) to develop, source and review learning 
materials.  

Industry involvement is essential to the development of successful Training and Assessment Strategies and the 
sourcing and development of learning material. 



 

 

Procedures 

Please note that the following procedures for the development of supplementary learning resources apply also 
to the development of original learning resources when no suitable third-party resources are available. 

 Developing supplementary learning resources 

Additional learning resources will be developed to supplement the third-party resources identified above as 
necessary.  Trainers are encouraged to notify the Training Manager of the need for development of 
supplementary learning resources. 

Supplementary learning resources review team 

When a need to develop supplementary learning resources is identified, the Training Manager will appoint a 
trainer (referred to as the lead developer) with appropriate skills, qualifications and experience.  The lead 
developer will be responsible for developing the required supplementary learning resources.  The work of the 
lead developer will be reviewed by a supplementary learning resource review team.   

The Training Manager will work with the lead developer to identify and appoint members of the 
supplementary learning resources review team.  The supplementary learning resources review team will 
consist of at least two trainers. 

The task of the supplementary learning resources review team is to review and recommend improvements to 
the development work undertaken by the lead developer. 

Determining the need for development of supplementary learning resources 

Development of supplementary learning resources may be necessary when 

• a new qualification or a new unit of competency is added to RANSFORD COLLEGE’s scope 

• a transition program is in place from a superseded Training Package to a currently endorsed Training Package 

• a feedback mechanism identifies the need for new or different material 

• deficiencies or insufficiencies are identified in the third-party learning resource material 

Trainers in units of competency are responsible for reporting to the Training Manager any such deficiencies or 
insufficiencies. 

Developing supplementary learning resources according to the requirements of the relevant Training 
Package 

Learning resources are sourced, developed or reviewed with consideration of the following information from 
the relevant Training Package: 

• learner characteristics  

• learning environments 

• LLN skills of the RANSFORD COLLEGE student cohort 

• Workplace expectations 

Timeframe for developing supplementary learning resources 

The Training Manager and the lead developer will agree upon a timeframe for the completion of the activities 
for developing supplementary learning resources.   All redevelopment of supplementary learning resources 
must be completed at least one term prior to the term in which the unit is scheduled to be next offered.   

In addition to the development of learning resources, development of supplementary learning resources for a 
unit of competency involves making revisions to the following documents: 

• Learning and Assessment strategy 

• Assessor Guide 

• Learner Guide 



 

 

Meetings of the supplementary learning resources review team 

The lead developer is required to meet at least weekly during the period of development with the 
supplementary learning resources review team.  The supplementary learning resources review team will 
consider all aspects of the development work of the lead developer.    

Amongst the considerations of the supplementary learning resources review team are the: 

• usability and completeness of the material 

• relevance to the cultural and social backgrounds of RANSFORD COLLEGE students 

• relevance to workplace context 

• content accuracy 

• ease of use 

• correctness of LLN levels 

• appropriate consideration of the characteristics of the RANSFORD COLLEGE student cohort. 

Minutes will be kept of these meetings.  The minutes of the supplementary learning resources review team 
meeting will note recommendations made by the team.  

Learning resource development register  

Information about the development of supplementary learning resources is recorded on a monthly basis in the 
learning resources development register.  The register is maintained by the Training Manager. 

For each development activity, the learning resources development register contains the following: 

• Unit of competency code and name 

• Name of the lead developer 

• Names of the members of the learning resources development team 

• Names and version numbers of each document being developed or redeveloped 

• For each document 

- information about the inputs provided by the review team 

- details of how the review team input has been incorporated in the revised material 

The lead developer for each development project in progress is responsible for regularly providing information 
so that an entry can be made in the learning resources development register.  

Information for each entry in the register must be provided to the Training Manager along with the current 
draft of the supplementary learning resources under development.  The information for the entry is to be 
provided to the Training Manager on the first working day of each month.  The Training Manager will update 
the learning resources development register with the information provided each month by lead developers.  
Each entry in the register must be signed by the lead developer. 

The lead developer must provide the Training Manager with the minutes of each meeting of the 
supplementary learning resources review team. 



 

 

The “current development projects” file 

The following documents are filed in the current development projects file: 

• the learning resources development register 

• the most recent drafts of updated learning resource material 

• the minutes of the supplementary learning resources review meetings 

This file is maintained by the Training Manager. 

Interim final draft of the developed/redeveloped material  

The lead developer must provide an interim final draft of the supplementary learning resource material to the 
members of the supplementary learning resources review team prior to the final meeting of the team.  Using 
the input gained from the team members during this final meeting, the lead developer will produce a final 
draft of the material for submission to the Training Manager.  When the final draft is provided to the Training 
Manager, an entry must be made in the learning resources development register.  The minutes of the final 
meeting of the supplementary learning resources review team must be provided at this time. 

Final draft of the developed/redeveloped material  

The Training Manager will consider the final draft of the supplementary learning resource material along with 
the minutes of the supplementary learning resources review team.  The Training Manager will meet with the 
lead developer to discuss the material.  If the Training Manager is satisfied that the material has been properly 
developed in collaboration with the supplementary learning resources review team, the material will be 
released. 

Additional meeting of the learning resources review team 

If the Training Manager requires changes or additional work on the material, a further meeting of the 
supplementary learning resources review team will be convened.  This meeting will be chaired by the Training 
Manager.  In this meeting, the required changes and additional work to be completed is discussed.  The 
Training Manager will provide the lead developer with a revised timeframe for completion of the work. 

Information included in Assessor Guides 

Information about the learning resources for each unit of competency is provided in the assessor guide and 
the learner guide.   

The role of the Industry advisory panel in the development and of supplementary learning resource material 

One of the documented responsibilities of the RANSFORD COLLEGE Industry advisory panel is to provide advice 
to the developers of supplementary learning resource material.    The industry advisory panel is consulted 
during the development of Training and Assessment Strategies, assessor guides, the sourcing of learning 
resources the development of supplementary learning resource material.   

Please refer to the policy and procedures on industry engagement for details of the composition of the 
industry advisory panel, and procedures associated with the panel.  

Industry consultation in the sourcing of learning resources and development of supplementary learning 
resources 

The Training Manager is responsible for ensuring that consultation with industry takes place regularly to 
ensure that learning resources appropriately consider current industry conditions. 

Examples of industry conditions to be considered are 

• relevant governing laws and regulations 

• information about the work environment 

• industry preferences about the way in which a qualification is delivered 

• the design of simulated work environments  



 

 

Additionally, industry advisors provide advice on equipment and machinery that are used at the workplace, 
reasonable adjustments that can be made in the workplace for students with a disability, and any conditions 
imposed on workplaces through licensing/regulatory requirements and industrial agreements.   

All of these inputs from industry advisors will be considered by the developers of RANSFORD COLLEGE 
supplementary learning resources. 

Consulting with industry advisors 

The Training Manager will provide the lead developer with a list of appropriate industry contacts drawn from 
RANSFORD COLLEGE’s broader list of industry contacts.   The lead developer will make contact by telephone or 
email with all of the industry advisors in the list provided by the Training Manager.   Those contacted will be 
asked for a meeting with the lead developer to review the draft of the new or revised supplementary learning 
resources.   

The lead developer will document the advice provided at each interview by use of a record of interview. 

Upon completion of the interim final draft of the supplementary learning resources and submission to the 
Training Manager, the lead developer will enter summary information about input obtained from industry 
advisors in the Industry Consultation Register.   

 Industry advisors involved in consultation on the development of supplementary learning resources will be 
consulted in the process of subsequent review of that material. 



 

 

26. Developing Assessment Tools 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please note that references to the development of assessment tools may also be to the adaptation of third-
party assessment tools. 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.3 

- Clause 1.4 

- Clause 1.5 

- Clause 1.6 

- Clause 1.7 

- Clause 1.8 

- Clause 1.12 

- Clause 2.2 (a) (b) 

Related Policies 

• Continuous Improvement 

• Assessment 

• Assessor Guides and Learner Guides 

Related Documents 

• Record of interview with industry representative 

• Industry consultation register 

• Assessment improvement register 

• Assessment tools development register 

Policy 

Assessment tools used by RANSFORD COLLEGE are developed according to the requirements of the relevant 
Training Package or accredited course and informed by industry.    

Assessment environments will be consistent with the requirements of the relevant Training Package. 

RANSFORD COLLEGE recognises that by working together as a team, trainers and assessors can contribute a 
thorough knowledge of the requirements of their student cohort.  Trainers and assessors working 
collaboratively are able to contribute a diversity of experience and skills to the development of assessment 
tools suitable for the cultural and social backgrounds of RANSFORD COLLEGE students.   Judgments made by 
assessors against a particular unit of competency are more likely to be consistent when the assessors work 
together to compare and refine the assessment tools they are using.    For these reasons, trainers and 
assessors at RANSFORD COLLEGE are required to work collaboratively with each other and with relevant 
stakeholders to develop assessment tools.  

Industry involvement is essential to the development assessment tools. 

 

 

 



 

 

Procedures 

Determining the need for development 

The Learning and Assessment strategy, Assessor Guide, Learner Guide, and assessment tools for a unit of 
competency will need to be developed or redeveloped when: 

• a new qualification or a new unit of competency is added to RANSFORD COLLEGE’s scope 

• a transition program is in place from a superseded Training Package to a currently endorsed Training Package 

• an assessment validation process or some other process in support of the continuous improvement program 
identifies the need 

• new and different assessment tools need to be produced for a new cohort of students 

Developing assessment tools according to the requirements of the relevant Training Package or accredited 
course 

Assessment tools for each unit of competency are developed with consideration of the following competency 
information from the relevant Training Package: 

• the performance criteria for each element of competence 

• the range of conditions in which competency should be demonstrated 

• the appropriate context in which students should demonstrate competence 

• the essential skills and knowledge required to demonstrate competency 

• the critical aspects for assessment and evidence required to demonstrate competency  

• enterprise requirements 

• any underlying language, literacy or numeracy skills required 

• the recommended methods of assessment listed in the evidence guide 

Industry consultation in development of assessment tools 

The Training Manager is responsible for ensuring that consultation with industry takes place regularly to 
ensure that Training and Assessment Strategies, assessor guides, learner guides, learning material and 
assessment tools appropriately consider current industry conditions. 

Examples of industry conditions to be considered are 

• relevant governing laws and regulations 

• information about the work environment 

• industry preferences about the way in which a qualification is delivered 

• the design of simulated work environments  

RANSFORD COLLEGE’s industry advisors also provide advice to help ensure assessment tools focus on applying 
knowledge and skills to the standard of performance required in the workplace and that they cover all 
dimensions of workplace performance, including task skills, task management skills, contingency management 
skills and job role environment skills.  

Additionally, industry advisors provide advice on equipment and machinery that are used at the workplace, 
reasonable adjustments that can be made in the workplace for assessment candidates with a disability, and 
any conditions imposed on workplaces through licensing/regulatory requirements and industrial agreements.   

All of these inputs from industry advisors will be considered by the developers of RANSFORD COLLEGE 
assessment tools. 

 

Summary of the assessment tool development process 

The following steps comprise the process of developing assessment tools at RANSFORD COLLEGE: 



 

 

1. Training Manager appoints the lead developer  

2. Training Manager appoints members of the assessment tool review team 

3. Training Manager and Lead Developer agree on a timeframe for the necessary development 

4. Lead Developer conducts meetings of the assessment tool development review team 

5. Lead Developer produces interim final drafts of the assessment tool and revised versions of the Assessor 
Guide, Learner Guide, and Learning and Assessment Strategy 

6.  Training Manager accepts the developed/redeveloped documents or requires an additional meeting of the 
assessment tool review team, followed by additional work on the material according to an agreed timeframe 

7. Lead Developer produces final drafts of the revised documents 

8. Set up an assessment panel with subject the matter expert(s).  Refer to “Panelling, piloting and trialling 
assessment tools”. 

9. Pilot the assessment tool.  Refer to “Panelling, piloting and trialling assessment tools” 

10. Trial the assessment tool.   Refer to “Panelling, piloting and trialling assessment tools” 

Lead developer 

When a need to develop or redevelop an assessment tool is identified, the Training Manager will appoint a 
trainer/assessor (referred to as the lead developer) with appropriate skills, qualifications and experience to be 
the lead developer.  It is desirable for the lead developer to have been a part of an assessment tool review 
team to have previously worked on the development or redevelopment of the assessment tool.   

Assessment tool development review teams 

The Training Manager will work with the lead developer to identify and appoint members of the assessment 
tool review team.  The assessment tool review team should consist of at least two trainers/assessors. 

The task of the assessment tool review team is to review and recommend improvements to the development 
work undertaken by the lead developer. 

Timeframe for review and redevelopment 

The Training Manager and the lead developer will agree upon a timeframe for the completion of assessment 
tool development or redevelopment activities.  Development or redevelopment of assessment tools must be 
completed at least one term prior to the term in which the unit is scheduled to be next delivered and 
assessed.   

Development or redevelopment of assessment tools for a unit of competency always involves making revisions 
to the following documents: 

• assessment tools 

• learning and assessment strategy 

• assessor guide 

• learner guide 

Meetings of the assessment tool development review team 

The lead developer is required to meet at least weekly during the period of development with the assessment 
tool development review team.  The assessment tool development review team will consider all aspects of the 
development work of the lead developer.    

Amongst the considerations are the: 

• relevance, usability and completeness of the assessment tools 

• adherence to the principles of assessment and the rules of evidence  

Minutes will be kept of meetings of the assessment tool development review team.  The minutes of will note 
recommendations made by the team.  



 

 

Assessment tools development register 

Information about the development or redevelopment of assessment tools is recorded on a monthly basis in 
the assessment tools development register.  The register is maintained by the Training Manager. 

For each development or redevelopment activity, the assessment tools development register contains the 
following: 

• unit of competency code and name 

• name of the lead developer 

• names of the members of the assessment tool review team 

• names and version numbers of each document being developed or redeveloped 

For each document being developed or redeveloped, the register contains: 

• information about the inputs provided by the assessment tool review team 

• details of how the assessment tool review team input has been incorporated in the revised material 

The lead developer for each development project in progress is responsible for regularly providing information 
so that an entry can be made in the assessment tools development register.  

Information for each entry in the register must be provided to the Training Manager along with the current 
draft of the assessment tool under development or redevelopment.  The information for the entry is to be 
provided to the Training Manager on the first working day of each month.  The Training Manager will update 
the assessment tools development register with the information provided each month by lead developers.  
Each entry in the register must be signed by the lead developer. 

The lead developer must provide the Training Manager with the minutes of each meeting of the assessment 
tool review team. 

The “current development projects” file 

The assessment tools development register, the most recent drafts of updated material, and the minutes of 
the development review meetings are all filed in the “current development projects” file.  This file is 
maintained by the Training Manager. 

Interim final draft of the developed/redeveloped material  

The lead developer must provide an interim final draft of the developed/redeveloped material to the members 
of the assessment tool development review team prior to the final meeting of the team.  Using the input 
gained from the team members during this final meeting, the lead developer will produce a final draft of the 
material for submission to the Training Manager.  When the final draft is provided to the Training Manager, an 
entry must be made in the assessment tool development register.   

The minutes of the final meeting of the assessment tool development review team must be provided at this 
time. 

Final draft of the developed/redeveloped material  

The Training Manager will consider the final draft of the developed/redeveloped material along with the 
minutes of the assessment tool development review team.  The Training Manager will meet with the lead 
developer to discuss the material.  If the Training Manager is satisfied that the material has been properly 
developed in collaboration with the assessment tool development review team, the material will be released, 
and the appropriate entry made in the Assessment Improvement Register.   

Additional meeting of the assessment tool development review team 

If the Training Manager requires changes or additional work on the material, a further meeting of the 
assessment tool development review team will be convened.  This meeting will be chaired by the Training 
Manager.  In this meeting, the required changes and additional work to be completed is discussed.  The 
Training Manager will provide the lead developer with a revised timeframe for completion of the work. 



 

 

27. Panelling, Piloting and Trialling assessment tools 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 

- Clause 1.8 

- Clause 2.2 (a) (b) 

Related Policies 

• Continuous Improvement 

• Assessment 

• Developing Assessment Tools 

Related Documents 

• Record of interview with industry representative (panelling of assessment tool) 

• Industry consultation register 

• Assessment improvement register 

• Assessment tool pilot report 

• Assessment tool trial report 

Policy 

As part of RANSFORD COLLEGE’s continuous improvement program, assessment tools used by RANSFORD 
COLLEGE are panelled, piloted and/or trialled according to the annual continuous improvement schedule.   

Procedures 

Panelling with industry advisors (subject matter experts) 

A sample of assessment tools from a sample set of units of competency may be panelled prior to use as part of 
RANSFORD COLLEGE’s annual continuous improvement program.  The units of competency to be selected and 
the assessment tools chosen to be panelled will be determined by the RANSFORD COLLEGE management 
Committee and documented in the annual continuous improvement schedule.   

The Training Manager will provide the lead developer with a list of appropriate industry contacts who are 
subject matter experts.  The list will be drawn from RANSFORD COLLEGE’s broader list of industry 
contacts.  The lead developer will make contact by telephone or email with all of the industry advisors in the 
list provided by the Training Manager.    

A panel of at least two subject matter experts will be consulted. 

Those contacted will be asked for a meeting with the lead developer to review the draft of the new or revised 
assessment tool. 

Each subject matter expert will be asked to review the tool for its: 

• clarity 

• content accuracy 

• relevance 

• content validity (i.e. the extent to which it conforms to the unit of competency) 



 

 

• avoidance of bias 

• appropriateness of language for the target population 

The lead developer will document the advice provided at each interview with a subject matter expert by use of 
a record of interview. 

Upon completion of the interim final draft of the assessment tool and submission to the Training Manager, the 
lead developer will enter summary information about input obtained from industry advisors who are subject 
matter experts in the Industry Consultation Register.   

 Industry advisors involved in consultation on the development or redevelopment of assessment tools will be 
consulted in the process of subsequent review of those assessment tools. 

Acting on recommendations made in the assessment tool panel report 

The lead developer must submit the records of interview of the subject matter experts involved in the 
panelling process to the Training Manager within five working days of the completion of the panelling exercise. 
The Training Manager will issue instructions to the Lead Developer to make improvements to the assessment 
tool according to the comments of the panellists. 

Piloting assessment tools 

A sample of assessment tools from a sample set of units of competency may be piloted prior to use as part of 
RANSFORD COLLEGE’s annual continuous improvement program.  The units of competency to be selected and 
the assessment tools chosen to be piloted will be determined by the RANSFORD COLLEGE management 
Committee and documented in the annual continuous improvement schedule.   

Composition of the assessment tool pilot group 

The pilot group will comprise a small group of individuals who have similar characteristics to the target 
population.  That is, the pilot group will consist of predominantly students from overseas with the same 
academic and English levels as RANSFORD COLLEGE students.  Ideally, a pilot group will comprise students 
from another RTO who are enrolled in the same qualification and have completed the unit of competency for 
which the assessment tools are being trialled. 

The participants in the pilot program will be requested to complete the requirements of the assessment tool 
and provide verbal feedback as they are doing so.  The assessment tool pilot coordinator will make notes as 
the participant progresses. 

Assessment tool pilot coordinator 

For each assessment tool which is piloted, the Training Manager will appoint a trainer/assessor as the 
assessment tool pilot coordinator.   This will not be the trainer/assessor who was the lead developer of the 
assessment tool. 

The assessment tool pilot coordinator is responsible for organising the piloting activities, making notes as each 
participant pilots the assessment tool and producing an Assessment Tool Pilot Report. 

The Assessment Tool Pilot Report 

The Assessment Tool Pilot Report will contain the following information: 

• the time taken to complete the tool 

• the clarity of the instructions 

• its relevance to the workplace 

• the LLN skills it assumes 

• reliability, flexibility, validity and fairness 

• content accuracy 

• ease of use 



 

 

• cost/time effectiveness for candidates and assessors 

• Safety issues properly considered 

• Candidate engagement 

Acting on recommendations made in the assessment tool pilot report 

The assessment tool pilot coordinator must submit the assessment tool pilot report to the Training Manager 
within five working days of the completion of the pilot program.  The Training Manager will issue instructions 
to the Lead Developer to make improvements to the assessment tool according to the report. 

Trialling assessment tools 

A sample of assessment tools from a sample set of units of competency may be trialled prior to use as part of 
RANSFORD COLLEGE’s annual continuous improvement program.  The units of competency to be selected and 
the assessment tools chosen to be trialled will be determined by the RANSFORD COLLEGE management 
Committee and documented in the annual continuous improvement schedule.   

Assessment tool trial coordinator 

For each assessment tool which is piloted, the Training Manager will appoint a trainer/assessor as the 
assessment tool trial coordinator.   This will not be the trainer/assessor who was the lead developer of the 
assessment tool. 

The assessment tool trial coordinator is responsible for organising the trialling activities, making notes as each 
participant pilots the assessment tool trial report. 

The trial processes 

Participants in the assessment tool trial will undertake the assessment tasks and respond to the instructions as 
if they were undertaking the assessment tasks as candidates.  That is, they will be subject to all of the 
instructions and rules of the assessment tool to which candidates are subject. 

Participants in the trial will be individuals who have similar characteristics to the target population.  That is, the 
trial group will consist of Overseas Students with the same academic and English levels as RANSFORD COLLEGE 
students.  Ideally, a trial group will comprise students from another RTO who are enrolled in the same 
qualification and have completed the unit of competency for which the assessment tools are being trialled. 

The assessment tool trial report 

The trial coordinator will complete the assessment tool trial report to report on: 

• candidate engagement 

• reliability and validity of the evidence produced 

• ease/difficulty of the tool for the target population 

• cost-effectiveness of administration 

Acting on recommendations made in the assessment tool trial report 

The assessment tool trial coordinator must submit the assessment tool trial report to the Training Manager 
within five working days of the completion of the trial.  The Training Manager will issue instructions to the 
Lead Developer to make improvements to the assessment tool according to the report. 

Assessment Improvement Register 

All improvements to training and assessment resources (upon release of the revised version of each training 
and assessment strategy and associated assessor guides and learner guides) are recorded in the Assessment 
Improvement Register.  The Training Manager will record in the Assessment Improvement Register the 
required summary information on improvements to learning material and assessment tools.  



 

 

The role of the Industry advisory panel in the development and review of learning material and assessment 
tools 

One of the documented responsibilities of the RANSFORD COLLEGE Industry advisory panel is to provide advice 
to the developers of assessment tools.    The industry advisory panel is consulted during the development of 
Training and Assessment Strategies, assessor guides and assessment tools.  Please refer to the policy and 
procedures on industry engagement for details of the composition of the industry advisory panel, and 
procedures associated with the panel.  



 

 

28. Assessor Guides and Learner Guides 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.1 

- Clause 1.2 

- Clause 1.3 

- Clause 1.4 

- Clause 1.5 

- Clause 1.6 (a) (b) 

- Clause 1.7 

- Clause 1.8 (a) (b) 

• National Code 2007 

- Part D Standards 14.2  

 

 

 

 

 

 

Related Policies 

• Continuous Improvement 

• Assessment 

• Assessment Processes 

• Developing Assessment Tools 

• Training and Assessment Strategies 

Related Documents 

• RANSFORD COLLEGE Assessor Guide Check Report 

• RANSFORD COLLEGE Learner Guide Check report 

Policy 

An assessor guide and a learner guide will be developed for every unit of competency in each of the 
qualifications on RANSFORD COLLEGE’s scope of registration.  Assessor Guides will contain all of the 
information required for assessors to organise and conduct assessments.   Learner Guides will contain all of 
the information candidates for assessment required for candidates to undertake the assessment. 

Trainers/assessors must refer to the assessor guide for each unit of competency to gain a clear understanding 
of the required standard of performance and evidence to understand the context and purpose of each 
assessment tool, when assessing students and providing final result. 

The processes for assessment are provided in detail in each Assessor Guide.  

Procedures 

Development of Assessor Guides and Learner Guides 

In the case of units of competency which have not previously been delivered or assessed by RANSFORD 
COLLEGE, the Training Manager will appoint a trainer/assessor as the Unit Coordinator to undertake the initial 
development of the Assessor Guide and Learner Guide.  The Unit Coordinator is required to work closely with 
each of the Lead Developers of assessment tools for the unit of competency, taking a collaborative approach 
to the development of the Assessor Guide and the Unit Guide. 



 

 

Maintenance of Assessor Guides and Learner Guides 

The Training Manager is responsible for ensuring that Assessor Guides and Learner Guides are maintained.  At 
the start of each academic year, the Training Manager will appoint a Unit Coordinator for each unit of 
competency to be assessed during the academic year.   

The Unit Coordinator is responsible for checking the Assessor Guide and the Learner Guide prior to the 
delivery and assessment of the unit.  The Unit Coordinator is responsible for ensuring the accuracy of the 
Assessor Guide and the Learner Guide prior to their use.  The checking process must be completed at least two 
weeks prior to the scheduled start date of the term in which the unit is to be delivered and assessed. 

Assessor Guide Check Report / Learner Guide Check Report 

Unit Coordinators are responsible for producing Assessor Guide Check Reports and a Learner Guide Check 
Reports prior to the term in which the units of competency for which they are responsible are scheduled to be 
delivered and assessed.  Assessor Guide Check Reports and Learner Guide Check Reports will identify errors or 
inconsistencies identified by the Unit Coordinator and provide details of the revisions which were made to 
remedy the errors or inconsistencies. 

Information included in Assessor Guides 

Information about assessment tools for each unit of competency is provided in the assessor guide and the 
learner guide.   

The following information is included in the assessor guide for each unit of competency: 

• Introduction to the unit 

• Unit of Competency 

• Unit Description 

• Prerequisites 

• Application of unit 

• Elements of Competence and Performance Criteria 

• Evidence Requirements and Performance Indicators 

• Equipment and Facilities 

• Teaching Program 

• Learner Characteristics 

• Learning Resources 

• Conditions of Assessment 

• Assessment Schedule 

• Assessment Mapping 

• Weekly Schedule 

• Evidence Requirements 

• Assessment of Employability Skills 

• Assessment of Required Skills 

• Assessment of Required Knowledge 

• Critical Aspects for Assessment (and evidence required to demonstrate competency) 

• Context of and specific resources for assessment 

• Methods of assessment 

• Guidance information for assessment 



 

 

• Suggested Reading 

• Providing feedback and guidance to students 

• Summary of assessment tasks 

• Industry consultation 

• Reasonable adjustments 

• Moderation on appeal 

• Occupational health and safety 

• Legislative environment 

• Plagiarism, collusion and cheating 

• Assessment submission cover sheet 

• Assessment declarations 

• Individual assessment outcome sheets 

• Class assessment outcome sheets  

For each assessment task, the following information is provided: 

• Method of assessment (the assessment type and its implementation) 

• Performance criteria addressed 

• Dimensions of competency 

• Employability skills or key competencies assessed 

• Skills assessed (according to the essential skills required for the unit, as specified in the unit guide) 

• Knowledge assessed (according to the essential knowledge required for the unit, as specified in the unit guide) 

• Critical aspect(s) for assessment and evidence required to demonstrate competency addressed by the 
assessment task 

• Context and specific resources required for the assessment task 

• Details of the assessment environment 

• Details of industry consultation in the development of the assessment task 

• The assessment objective 

• Details of any scenarios which may apply 

For each part of each assessment task, the following information is provided: 

• The activities and the deliverables 

• Instructions 

• Criteria for satisfactory completion of the assessment task 

• Marking guide 

• Record of performance (including the assessment specifications and a list of performance indicators with a 
checklist) 

• Overall outcome 

• Provision for the assessor’s signature and the candidate’s signature (indicating that the candidate has been 
provided with feedback and has accepted the outcome) 

Each assessor guide is accompanied by a copy of the: 

• Assessment submission cover sheet (individual written assessment submission) 

• Assessment submission cover sheet (group written submission) 



 

 

• Assessment declaration (individual non-written assessment submission) 

• Assessment declaration (group non-written submission) 

The assessor is required to make copies of these as required, for distribution to students. 

Information included in the Learner Guides 

The following information is included in the learner guides: 

• Introduction to the unit 

• Code and name of the unit of competency 

• Unit description  

• Prerequisites  

• Application of the unit 

• Evidence guide and performance indicators 

• Equipment and facilities 

• Teaching program 

• Learning resources 

• Conditions of assessment 

• Assessment schedule 

• Weekly schedule 

• Evidence requirements 

• Suggested reading 

• Summary of assessment tasks 

• Reasonable adjustments 

• Moderation on appeal 

• Occupational health and safety 

• Legislative environment 

• Plagiarism, collusion and cheating 

• Assessment submission cover sheet 

• Assessment declarations 

• Individual assessment outcome sheets 

• Assessment submission  

• Details of all assessment tasks 

Information provided about each assessment task 

Each assessment task documented in each learner guide contains an introduction, assessment details, criteria 
for satisfactory completion of the assessment task, record of performance, provision for entry of the overall 
outcome (satisfactory or not satisfactory), and provision for the assessor’s signature and the candidate’s 
signature (indicating that the candidate has been provided with feedback and has accepted the outcome).   

Details of the contents of each section are provided below. 

Introduction 

• Required skills 

• Required knowledge 

• Context and specific resources for assessment 



 

 

• Assessment environment 

• Assessment objective 

• Scenario(s) (as applicable) 

Assessment Details 

• activities and the deliverables (for each part of the assessment) 

• instructions 

• information about the rules for team involvement 

Criteria for satisfactory completion of the assessment task 

• information about the requirements for satisfactory completion of the assessment task 

• time requirement  

Record of performance 

• record of candidate performance according to each of the assessment specifications (satisfactory or not 
satisfactory)  

• record of candidate performance according to each of the performance indicators) (satisfactory or not 
satisfactory) 

Overall outcome 

Each student will be assessed as having satisfactorily completed the assessment task or not having 
satisfactorily completed the assessment task.  The trainer/assessor will place a tick in the Yes (for Satisfactory 
completion) or No (to indicate that completion has not yet been satisfactorily achieved) as appropriate). 

Provision for the assessor’s signature and the candidate’s signature  

By signing, the candidate attests that he/she has been provided with feedback and has accepted the outcome) 

Additional documentation 

Each Learner Guide is accompanied by the documentation required for completion of the assessment tasks for 
the unit. 



 

 

29. Assessment Validation 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 

- Clause 1.8 (a) (b) 

- Clause 1.9 (a) (b) (c) (d) 

- Clause 1.10 

- Clause 1.11 

- Clause 1.12 

- Clause 2.2 (b) 

- Clause 7.5 

Related Policies 

• Continuous Improvement 

• Pre-Delivery Assessment Validation 

• Post Assessment Validation 

• Industry Assessment Validation 

• Assessment Moderation 

• Assessment Moderation on Appeal 

• RPL Assessment Validation 

Related Documents 

• Pre-delivery assessment validation report  

• Assessment improvement register 

• Trainer assessment review report 

• Post assessment validation report 

• Assessment improvement register 

• Trainer review feedback report 

• Industry Assessment Panel validation report 

• Moderation report 

• RANSFORD COLLEGE Outcome adjustment form 

• Application for moderation on appeal 

• Moderation on appeal report 

• Notification of outcome of moderation on appeal 

• RPL assessment tool validation report  

 

 



 

 

Policy 

Assessment validation is a critical component of RANSFORD COLLEGE’s continuous improvement and quality 
control processes. 

All assessment at RANSFORD COLLEGE is subject to a set of assessment validation procedures.  The objective 
of assessment validation at RANSFORD COLLEGE is to ensure that: 

• assessment tools are designed such that evidence which is collected is valid, sufficient, authentic and current 
(i.e. evidence is collected according to the rules of evidence)  

• assessment is flexible, valid, reliable sufficient and fair (i.e. judgements are made according to the principles of 
evidence) 

This section provides an overview of the assessment validation and moderation processes.  Details will be 
found in the sections which follow. 

Procedures 

Training products to be validated 

The Training Manager is responsible for developing a 5-Year Assessment Validation Plan, which ensures that 
each training product undergoes validation at least once every five years and at least 50% of those training 
products are validated in the first three years of that cycle. 

Personnel involved in assessment validation 

The Training Manager is responsible for ensuring that at least one person involved in the assessment validation 
for a training product was not involved in the particular instance of delivery and assessment for that training 
product. 

Scheduling of assessment validation activities 

Assessment validation is on ongoing process which takes place: 

• before the classes begin for each unit of competency (pre-delivery assessment validation) 

• after the assessment activities are complete for each unit of competency (post-assessment assessment 
validation) 

• according to the annual continuous improvement schedule (industry assessment validation) 

• twice per year (RPL assessment validation) 

Pre-delivery assessment validation 

Pre-delivery assessment validation is conducted to validate assessment tools against the relevant training 
package and ensure that assessment tools have been designed to satisfy the rules of evidence (i.e. evidence 
which is collected is valid, sufficient, authentic and current).  The focus of pre-delivery assessment validation is 
quality review.  Its primary purpose is continuous improvement. Please refer to the “Pre-Delivery Assessment 
Validation” section of this manual. 

Post-assessment assessment validation  

Post-assessment assessment validation is conducted to ensure that the principles of assessment are met (i.e. 
judgements which are made which are fair, flexible, valid, reliable and sufficient).  The focus of post-delivery 
assessment validation is quality review.  Its primary purpose is continuous improvement.  Amongst other 
things, post-assessment validation will consider samples of candidate responses.   Please refer to the “Post-
Assessment Validation” section of this manual. 

Industry assessment validation 

Industry assessment validation is conducted to ensure that RANSFORD COLLEGE assessment strategies, 
performance standards and assessment tools are consistent with industry practice, workplace conditions, and 
various aspects of the work environment.   Industry assessment validation is an important part of RANSFORD 
COLLEGE’s quality review process.  Industry assessment validation panels will meet according to the 



 

 

continuous improvement schedule developed in November each year by the RANSFORD COLLEGE 
management committee. Please refer to the “Industry Assessment Validation” section of this manual. 

RPL assessment validation 

RPL assessment validation is undertaken regularly to ensure that the RPL assessment process, including the 
assessment tool and associated functions, are consistent with the principles of assessment and the rules of 
evidence.  Please refer to the “RPL Assessment Validation” section of this manual. 

Assessment moderation 

Assessment moderation is conducted to ensure that: 

• consistent judgements are made 

• the same standards are applied to all assessment results in the same unit of competency.   

The focus assessment of assessment moderation is quality control.  The primary purpose of assessment 
moderation is to ensure that judgements are in alignment and that standards are consistently applied. 

Assessment moderation is required to be completed prior to the finalisation of assessment outcomes for each 
term.  Please refer to the “Assessment Moderation” section of this manual. 

Assessment moderation on appeal 

Assessment moderation on appeal is conducted for individual assessment tasks for individual assessments 
upon request.  It is part RANSFORD COLLEGE’s quality control program.  Please refer to the “Assessment 
Moderation on Appeal” section of this manual.



 

 

30. Pre-Delivery Assessment Validation 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 

- Clause 1.8 (a) (b) 

- Clause 1.9 (a) (b) (c) (d) 

- Clause 1.10 

- Clause 1.11 

- Clause 1.12 

- Clause 2.2 (b) 

- Clause 7.5 

Related Policies 

• Continuous Improvement 

• Assessment Validation 

• Post Assessment Validation 

• Industry Assessment Validation 

• Assessment Moderation 

• Assessment Moderation on Appeal 

• RPL Assessment Validation 

Related Documents 

• Pre-delivery assessment validation report  

• Assessment improvement register 

• Trainer assessment review report 

• Assessor Guides (for each unit of competency) 

• Learner Guides (for each unit of competency) 

Policy 

Pre-delivery assessment validation precedes the beginning of each term.  It concentrates on the validation of 
assessment tools against the assessment guidelines and the competency standards documented in the 
relevant training package.    

Pre-delivery assessment validation considers the design of the assessment tools and the extent to which they 
comply with the evidence guide for the unit of competency.  Pre-delivery assessment validation also considers 
benchmarks against which learner performance are to be assessed.   

A pre-delivery validation report is produced for each unit competency conducted each term. 

 

 

 



 

 

Procedures 

Inputs to pre-delivery assessment validation 

Inputs to the pre-delivery assessment validation process are the: 

• unit guide as documented in the relevant Training Package 

• previous post assessment validation report  

• assessment tools for the unit of competency 

During the pre-delivery assessment validation process, assessment tools are reviewed against the assessment 
guidelines and the competency standards identified in the relevant unit guides of the training package to 
ensure that: 

• the required skills and knowledge are assessed 

• assessment instruments address the critical aspects for assessment 

• assessment instruments provide relevant evidence required to demonstrate competency 

• the context of the assessment is valid 

• the critical resources for assessment are available. 

The previous post-assessment validation report provides the mechanism for benchmarking learner 
performance. 

Responsibility for pre-delivery assessment validation 

The pre-delivery assessment validation process is supervised by the Training Manager.  The Training Manager 
is responsible for appointing a trainer/assessor as the pre-delivery assessment validation coordinator for each 
unit of competency to be assessed in the forthcoming term. 

The pre-delivery assessment validation coordinator is responsible for the development of the pre-delivery 
assessment validation report for each unit of competency.    The Training Manager will oversee the 
development of the pre-delivery assessment validation report for each unit of competency. 

Pre-delivery assessment validation coordinators 

The Training Manager appoints pre-delivery assessment validation coordinators to produce pre-delivery 
assessment validation reports.  Pre-delivery assessment validation coordinators are appointed for each unit of 
competency by the end of the sixth week prior to the beginning of the term in which the unit of competency is 
taught and assessed. 

Pre-delivery assessment validation panels 

Pre-delivery assessment validation coordinators are responsible for organising pre-delivery assessment 
validation panels for the units of competency for which they are responsible.  All trainers/assessors of a unit of 
competency will be members of the pre-delivery assessment validation panel for that unit of competency and 
must attend all meetings of the pre-delivery assessment validation panel convened by the pre-delivery 
assessment validation coordinator. 

The focus of meetings of pre-delivery assessment validation panels will be the consideration of the various 
inputs gathered by the pre-delivery assessment validation coordinator.  The pre-delivery assessment validation 
coordinator will take notes during each meeting of the pre-delivery assessment validation panel and produce 
and distribute minutes. 

Pre-delivery assessment validation reports 

The pre-delivery assessment validation report for each unit of competency contains the following: 

• Minutes of the meetings of the pre-delivery assessment validation panel 

• Recommendations for improvements to assessment tasks 

Recommended improvements to assessment tasks 



 

 

Recommendations for improvements to assessment tasks may apply to: 

• Assessment of the required skills 

• Assessment of the required knowledge 

• Addressing the critical aspects of assessment eliciting of the evidence required to demonstrate competency 

• The validity of the context of assessment 

• The specific resources for assessment 

• The methods of assessment 

Schedule for completion of pre-delivery assessment validation reports 

The pre-delivery assessment validation report for a unit of competency must be completed by the end of the 
fifth week prior to the beginning of the term in which the unit of competency is to be taught. 

Implementing recommendations from pre-delivery assessment validation for improvements  

The pre-delivery assessment validation report for a unit of competency may make recommendations for 
improvement to assessment tools for that unit of competency.  Assessment tools will be revised according to 
the RANSFORD COLLEGE Assessment Tool Development policy and set of associated procedures.    

All improvements to assessment tools required in response to pre-delivery assessment validation reports must 
be completed by the end of the third week prior to the start of the term in which the assessment tools are to 
be used. 

Revisions to assessment tools require revisions to: 

• Assessment instruments and/or processes 

• Assessor guides 

• Learner guides 

The Learning and Assessment Strategy for the qualification containing units of competency for which 
assessment tools have been revised will need to be edited to reflect the changes to the assessment tools. 

 All documents redeveloped in the process of revising assessment tools must be authorised for release by the 
Training Manager according to the RANSFORD COLLEGE document version control policy and procedures.  All 
such documents must be released by the end of the second week prior to the completion of each term 

The Assessment Improvement Register 

An entry is made in the assessment improvement register for each assessment tool which has been subject to 
improvement.  This entry must be signed off by the Training Manager before the assessment tool is released 
for use.  The Training Manager will authorise the release of the revised documents no later than the end of the 
second week prior to the completion of each term.  The RANSFORD COLLEGE management committee reviews 
the Assessment Improvement Register at each weekly meeting. 

 

 

 

 

 

 

 

 

 

 



 

 

Pre-delivery assessment validation schedule 

Action Timing Responsible person 

1. Appointment of a pre-delivery assessment 
validation coordinator for each unit of 
competency to be sampled according to the 
schedule of the 5-year assessment validation 
plan 

End of the sixth week 
prior to the beginning 
of each term  

Training Manager 

2. Formation of pre-delivery assessment validation 
panel 

Upon appointment as, 
Pre-delivery 
assessment validation 
coordinator 

Pre-delivery 
assessment validation 
coordinator 

3. Submission to Training Manager of pre-delivery 
assessment validation reports 

End of the fifth week 
prior to the beginning 
of each term 

Pre-delivery 
assessment validation 
coordinator 

4. Revisions to assessment instruments and/or 
assessment processes, assessor guides, learner 
guides, to implement recommended changes to 
assessment tools  

End of the third week 
prior to the 
completion of each 
term 

Trainers/assessors 
appointed by Training 
Manager 

5. Authorisation of release of revised documents 
(update of assessment improvement register)  

End of the 
second week prior to 
the completion of 
each term 

Training Manager 



 

 

31. Post-assessment assessment validation  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 

- Clause 1.8 (a) (b) 

- Clause 1.9 (a) (b) (c) (d) 

- Clause 1.10 

- Clause 1.11 

- Clause 1.12 

- Clause 2.2 (b) 

- Clause 7.5 

Related Policies 

• Continuous Improvement 

• Assessment Validation 

• Pre-delivery assessment Validation 

• Industry Assessment Validation 

• Assessment Moderation 

• Assessment Moderation on Appeal 

• RPL Assessment Validation 

Related Documents 

• Trainer assessment review report 

• Post assessment validation report 

• Assessment improvement register 

• Trainer review feedback report 

Policy 

Post-assessment validation is conducted to ensure that the principles of assessment are met (i.e. judgements 
which are made are fair, flexible, valid, reliable and sufficient) and that assessment outcome reporting and 
record-keeping has been properly and consistently conducted.  

 Post-assessment assessment validation follows the completion of the assessments in all units of competency 
each term.  

Procedures 

Considerations of post-assessment validation 

Post-assessment assessment validation considers: 

• Assessment instruments and processes 

• Learner performance 

• Reporting of outcomes 



 

 

• Record keeping 

• Feedback from candidates.   

Sources of information for post-assessment validation 

Sources of information for the development the post-assessment assessment validation report are: 

• Assessment outcome reports 

• Trainer/assessor assessment review reports  

• Post-assessment validation review meetings 

• Interviews with students 

• Interviews with trainers/assessors 

• Interviews with student services staff  

Trainer/assessor assessment review report 

After the assessment tools have been administered each term, trainers/assessors are required to provide their 
feedback on the validity and sufficiency of the assessment instruments for each unit of 
competency.  Trainers/assessors do this by use of the trainer assessment review report.  Trainer assessment 
review reports must be submitted by trainers/assessors to post-assessment assessment validation 
coordinators by the end of the second day following the term in which the assessments were conducted. 

Post-assessment validation coordinators 

Before the end of each term, the Training Manager appoints a post-assessment assessment validation 
coordinator for each unit of competency to be validated according to the five-year validation plan.   The 
Training Manager is responsible for ensuring that at least one of the people involved in the post-assessment 
validation for each unit of competency (or module) is not involved in the particular instance of delivery and 
assessment of that unit of competency (or module). 

Inputs to post assessment validation 

Post-assessment assessment validation coordinators refer to: 

• Sample assessment submissions and outcome sheets 

• Trainer/assessor assessment review reports 

• Interviews with students 

• Interviews with student services staff 

• Minutes of post-assessment validation meetings 

Responsibilities of post-assessment assessment validation coordinators 

Post-assessment assessment validation coordinators are responsible for: 

• Obtaining assessment outcome reports for all assessment tasks for all classes 

• Obtaining a representative sample from each trainer of assessment submissions and assessment outcome 
sheets 

• Analysing and providing summary information about candidate assessment outcomes 

• Obtaining samples of assessment submissions for each assessment task for the unit of competency 

• Obtaining trainer assessment review reports from all trainer/assessors of the unit 

• Organising and documenting interviews with students, trainers/assessors and student services staff 

• Organising meetings of the post assessment validation panels for the units of competency for which they are 
responsible.   

• Producing the post assessment validation report 



 

 

Post-assessment assessment validation panels 

All trainers/assessors of a unit of competency delivered in a particular term have membership of the post-
assessment assessment validation panel for that unit of competency.  All of the members of the panel must 
attend the meeting which is convened by the post-assessment assessment validation coordinator.  The focus 
of the meeting of the panel will be the consideration of the various inputs gathered by the post-assessment 
assessment validation coordinator.   

The post-assessment assessment validation panel will make recommendations to the post-assessment 
validation coordinator. 

The post-assessment assessment validation coordinator will appoint a member of the panel to take notes and 
produce minutes. 

Post-assessment assessment validation reports 

The post-assessment assessment validation coordinator for each unit of competency produces a post-
assessment assessment validation report for that unit of competency.   

Post-assessment assessment validation reports are submitted by each post-assessment assessment validation 
coordinator to the Training Manager by the end of the week following the end of the term in which the 
assessments were conducted.   

The post-assessment assessment validation report for each unit of competency contains the following: 

• Summary of the assessment tasks 

- Description 

- Method(s) of assessment 

• Details of assessment outcome reports which were viewed 

• Summary of assessment outcomes 

• Information about assessment submissions which were sampled 

• Comments on candidate performance for each assessment 

• Information about trainer/assessor assessment reports which were viewed 

• Minutes of post-assessment validation meetings 

• Records of interview with candidates 

• Records of interview with trainer/assessors 

• Records of interview with student services staff 

• Recommendations for improvements regarding the effectiveness of the assessment tools for the unit of 
competency 

Implementing recommendations from post-assessment assessment validation reports for improvements 

Improvements to assessment tools recommended in the post-assessment assessment validation reports are to 
be made by trainers/assessors appointed by the Training Manager.  The improvements to assessment tools are 
to be completed within five weeks of the end of the term in which the assessment tools were used.   

Revisions to assessment tools require revisions to: 

• Assessment instruments and/or processes 

• Assessor guides 

• Learner guides  

• Training and assessment strategies 

All documents redeveloped in the process of revising assessment tools must be authorised by the Training 
Manager.  An entry is made in the assessment improvement register for each revised assessment tool.  This 



 

 

entry must be signed off by the Training Manager before the assessment tool is released for use.  Revised 
assessment tools must be authorised for release by the Training Manager by the end of the sixth week 
following the completion of each term. 

Recommendations about improvements to the assessment outcome recording and reporting processes (e.g. 
reporting to students, gaining feedback from students, keeping records of outcomes) are considered by the 
RANSFORD COLLEGE management Committee, which will make decisions and recommendations to the CEO 
for the issuing of instructions for improvements to the processes. 

 Post-assessment assessment validation Schedule 

Action Timing Responsible person 

1. Appointment of a post-assessment 
assessment validation coordinator for each 
unit of competency to be sampled according 
to the schedule of the 5-year assessment 
validation plan 

Prior to the completion 
of each term 

Training Manager 

2. Formation of post-assessment assessment 
validation panel 

Upon appointment as, 
Post-assessment 
assessment validation 
coordinator 

Post-delivery 
assessment validation 
coordinator 

3. Submission to post-assessment assessment 
validation coordinators of trainer assessment 
review reports for each unit of competency  

End of the second 
working day following 
the completion of the 
term in which the unit 
was taught 

Trainers/assessors of 
each unit of 
competency 

4. Submission to the Training Manager of post-
assessment assessment validation reports 

End of the week 
following the completion 
of each term 

Post-assessment 
assessment validation 
coordinators 

5. Revisions to assessor guides, learner guides 
and assessment tools to implement 
recommended changes to assessment tools  

End of the fifth week 
following the completion 
of each term 

Trainers/assessors 
appointed by the 
Training Manager 

6. Authorisation of release of revised 
documents (update of assessment 
improvement register)  

End of the sixth week 
following the completion 
of each term  

Training Manager 

7. Improvements to assessment recording and 
reporting processes  

Ongoing Training Manager, 
Student Services 
Manager, CEO 

 

32. Industry Assessment Validation 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 

- Clause 1.8 (a) (b) 



 

 

- Clause 1.9 (a) (b) (c) (d) 

- Clause 1.10 

- Clause 1.11 

- Clause 1.12 

- Clause 2.2 (b) 

- Clause 7.5 

Related Policies 

• Continuous Improvement 

• Assessment Validation 

• Post Assessment Validation 

• Assessment Moderation 

• Assessment Moderation on Appeal 

• RPL Assessment Validation 

Related Documents 

• Industry Assessment Panel Validation Report 

Policy 

 Industry assessment validation is conducted to ensure that RANSFORD COLLEGE assessment strategies, 
performance standards and assessment tools are consistent with industry practice, current workplace 
conditions, and various aspects of the work environment. 

Procedures 

Industry assessment validation panels 

Industry involvement is an essential aspect of assessment validation activities at RANSFORD COLLEGE.  

Industry assessment validation panels are regularly formed to undertake industry validation of assessment 
tools. 

Industry assessment validation panels will meet according to the continuous improvement schedule developed 
in November each year by the RANSFORD COLLEGE management committee.   

Each industry assessment validation panel comprises:  

• the Training Manager 

• RANSFORD COLLEGE trainers and assessors appointed by the Training Manager 

• invited industry advisors who are subject specialists 

• selected employers or potential employers of RANSFORD COLLEGE graduates 

An industry assessment validation panel will be appointed by the CEO to undertake industry validation of the 
assessment tools of one or more units of competency, to a maximum of five. 

Composition of industry assessment validation panels 

The industry advisors invited to participate in industry assessment validation may be: 

• members of RANSFORD COLLEGE’s Industry advisory panel 

• nominated by members of the Industry advisory panel 

• nominated by RANSFORD COLLEGE training and assessment staff 

Industry assessment validation panels are chaired by the Training Manager or a delegated RANSFORD COLLEGE 
trainer/assessor.  A note-taker is appointed for each industry assessment validation panel.  The note-taker is 
responsible for producing minutes of each meeting of the industry assessment validation panel. 



 

 

The CEO is responsible for inviting industry advisors to participate in RANSFORD COLLEGE’s industry 
assessment validation program. 

Focus of industry assessment validation panels 

Meetings of industry assessment validation panels are intended to ensure that RANSFORD COLLEGE 
assessment strategies, performance standards and assessment tools are consistent with industry 
practice.  Feedback gathered from industry validation of assessment is used to refine assessment strategies 
and improve assessment processes and instruments prior to re-use. 

Responsibility for industry assessment validation 

The Training Manager or the trainer/assessor delegated by the Training Manager as Chair Person of an 
industry assessment validation panel is responsible for providing all of the necessary inputs for each meeting 
of the industry assessment validation panel and for documenting the outcomes of those meetings. 

Tasks of industry assessment validation panels 

The tasks of industry assessment validation panels are: 

• review and validation of assessment strategies, evidence gathering techniques, required standards of 
performance, assessment instruments  

• consideration of assessment decisions which have been made  

• consideration of samples of evidence (reports, documents, interview transcripts, responses to written tests, 
research assignments etc.) which have been presented by candidates 

• consideration of feedback provided by candidates 

Industry assessment validation reports 

Outcomes of meetings of industry assessment validation panels are documented by use of industry 
assessment panel validation reports, which must be produced by the Chair Person of each industry assessment 
validation panel within five working days of each meeting of the panel. 
The following information is included in industry assessment validation reports: 

• attendees of industry assessment validation meetings 

• units of competency considered 

• for each unit of competency 

- summary of the validation process (e.g. interviews, consideration of assessment instruments etc.) 

- recommendations regarding assessment strategies 

- recommendations regarding evidence-gathering techniques 

- recommendations regarding assessment processes 

- recommendations regarding assessment instruments 

Acting on recommendations of industry assessment validation panels 

Changes to assessment tools recommended by an industry assessment validation panel and documented in an 
industry assessment validation report are implemented by training and assessment staff appointed by the 
Training Manager.  This task must be completed no later than three weeks after the meeting of the industry 
assessment validation panel. 

Revisions to assessment tools require revisions to the learning and assessment strategy for the qualification, 
assessor guides and learner guides. 

All documents revised or redeveloped in the process of revising assessment tools must be authorised by the 
Training Manager.  An entry is made in the assessment improvement register for each improved assessment 
tool.  This entry must be signed off by the Training Manager before the assessment tool is released for 



 

 

use.  The Training Manager will authorise the release of the revised documents no later than the end of the 
fourth week following a meeting of the assessment validation panel. 

Industry assessment validation schedule 

Action Timing Responsible person 

• Meetings of industry assessment validation 
panels 

According to the 
annual continuous 
improvement 
schedule 

  

Management 
Committee 

Training Manager 

• Development of industry assessment validation 
reports  

Within five working 
days of a meeting of 
an industry 
assessment validation 
panel 

Chair Persons of 
industry assessment 
validation panels 

• Revisions to assessor guides, learner guides and 
assessment tasks to implement recommended 
changes to assessment tools  

End of the third week 
following a meeting of 
an industry 
assessment validation 
panel 

Trainers/assessors 
appointed by Training 
Manager 

• Authorisation of release of revised documents 
(update of assessment improvement register)  

End of the 
fourth week following 
a meeting of an 
industry assessment 
validation panel 

Training Manager 



 

 

33. Assessment Moderation 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.2 (a) (b) 

Related Policies 

• Continuous improvement 

• Assessment validation 

• Industry assessment validation 

• Post assessment validation 

• Assessment moderation on appeal 

• RPL Assessment Validation 

Related Documents 

• Moderation report 

• Outcome adjustment form 

Policy 

Assessment moderation at RANSFORD COLLEGE is conducted to ensure that consistent judgements are made 
by the application of consistent standards. 

Assessment moderation takes place at the unit of competency level (this is referred to as unit assessment 
moderation) and at the level of individual assessment tasks (this is referred to assessment task moderation). 

Unit assessment moderation follows the completion of each term.  It is completed before the finalisation and 
publication of assessment results for that term.   

Assessment task moderation takes place following the initial assessment of written submissions for each 
assessment task which requires a written submission. 

The unit assessment moderation process requires the review of a representative sample of assessment 
submissions for each unit of competency. 

All individual written assessment tasks for all units of competency will be subject to assessment task 
moderation. 

The assessment outcome for an individual written assessment task is not determined until assessment task 
moderation for that assessment task is complete.  

Procedures 

Unit assessment moderation 
Introduction 

Unit assessment moderation takes place at the end of each term.  Learner outcomes for the units of 
competency delivered during each term are not determined until the unit assessment moderation process is 
complete.  That is, no learner is provided with an outcome of competent or not yet competent for any unit 
delivered during the term until the unit assessment moderation activities for that term are completed. 

The assessment moderator 



 

 

The Training Manager appoints a trainer/assessor as the assessment moderator for each unit of competency 
delivered during the term. 

The assessment moderator for each unit of competency produces an assessment moderation report for that 
unit of competency.   

Assessment moderation reports are to be submitted by the assessment moderator for each unit of 
competency to the Training Manager by the end of the week following the end of the term in which the 
assessments were conducted.   

The assessment moderator will recommend to the Training Manager in the moderation report re-marking if 
the moderator deems it is necessary because of an inconsistent assessment approach taken by the assessor. 

Submission by trainers/assessors of samples of assessment submissions 

Trainers/assessors must provide the assigned assessment moderator for each unit of competency with a 
representative sample of assessment submissions and assessment outcome sheets for that unit of competency 
by the end of the second working day following the completion of the term in which that unit of competency 
was assessed.   

The representative sample will comprise 10% or 10 submissions (whichever is more) for each assessment tool.  
The representative sample will contain assessment submissions assessed as C and NYC in the same ratio as the 
total.  

Responsibilities of assessment moderators 

Assessment moderators are responsible for: 

• obtaining a representative sample from each trainer of assessment submissions and assessment outcome 
sheets, including the marking guide for each assessment task 

• organising and documenting interviews as appropriate with students and trainers/assessors 

• considering the assessment reports (including the performance indicator checklists of the marking guides) of 
the original assessor(s) and interviewing the original assessor(s).   

The moderating assessor will also interview students.   

Any inconsistencies or inaccuracies will be identified by the moderating assessor and reported to the 
assessment moderation committee 

• Producing the assessment moderation report, making recommendations as necessary for re-marking of 
assessment submissions 

Assessment moderation committee 

The assessment moderation committee will meet to consider all assessment outcomes for units delivered 
during the term. 

The assessment moderation committee will review all of the material collected by the assessment moderator.  
The assessment moderation committee will meet once, during the third and fourth days following the 
completion of each term.   

The assessment moderation committee will comprise the initial assessor, the moderating assessor, and the 
Training Manager, who will be responsible for ensuring that all collected material is considered as part of the 
assessment moderation process.   

The assessment moderator is also responsible for the production of minutes of the assessment moderation 
committee. 

Assessment moderation report 

An assessment moderation report is produced by the assessment moderator for each unit which is moderated. 

The assessment moderation report contains the following details: 

• code and name of the unit of competency 



 

 

• term date 

• qualification or accredited course of which the unit is part 

• name of the assessment moderator 

• summary of assessment tools used for the unit 

- description 

- method(s) of assessment 

• assessment outcome reports viewed 

• summary of assessment outcomes (assessment tasks per assessment tool) 

• details of samples of assessment submissions obtained 

• comments on candidate performance (assessment tasks per assessment tool) 

• date, list of attendees and minutes of the assessment moderation meeting 

• records of interview with students regarding their assessment submissions 

• records of interviews with trainer/assessors regarding the assessment submissions 

• comments on the consistency of assessment (across classes (groups) of students and across assessors 

• recommendations about any remedial actions or improvements which should be made regarding the 
consistency of assessment judgements 

Remedial actions 

Remedial actions might include a requirement for re-marking of the assessment submissions for a particular 
group or groups of students.   It might include a requirement for adjustment of the results of a particular 
student cohort. 

It might alternatively or additionally include a requirement for reassessment in certain circumstances where an 
accurate assessment of candidate competency is not possible by re-marking or adjustment. 

Implementing recommendations assessment moderation recommendations 

The Training Manager will appoint assessors to re-mark all of those assessment tasks for which the 
requirement for re-marking has been identified in assessment moderation reports.  If there is a need for 
reassessment, the Training Manager will appoint an assessor to organise and conduct the reassessments. 

The Training Manager will authorise the adjustment of outcomes for a particular student cohort as necessary 
by use of the Outcome adjustment form.  Upon signing and dating by the Training Manager, this will be 
provided to the Student Services Manager who will enter the adjusted outcomes in to the student database. 

Assessment moderation schedule 

Action Timing Responsible person 

1.  Appointment of an assessment 
moderator for each unit of 
competency  

Prior to the completion of 
each term 

Training Manager 

2.  Submission to the assessment 
moderator for each unit of 
competency of a representative 
sample of assessment submissions 
for that unit of competency  

End of the second working 
day following the 
completion of the term in 
which the unit was 
assessed 

Trainers/assessors of each 
unit of competency 

3. Submission to the Training 
Manager of assessment 
moderation reports 

End of the fourth working 
day following the 
completion of each term 

Assessment moderators 



 

 

4. Re-marking of assessment 
submissions and/or adjustment of 
results as directed  

End of the sixth working 
day following the 
completion of each term 

Trainers/assessors 
instructed by the Training 
Manager 

 
Assessment task moderation 
Objective 

The objective of assessment task moderation is to ensure that the assessment process for each individual 
written assessment task is fair, reasonable and accurate.  The assessment task moderation procedure is 
designed to remove all uncertainty about the outcome of a written assessment.  The procedure ensures that 
all students and staff can be confident of the outcome of each individual assessment task for each learner. 

Initial marking 

Assessment task moderation begins after the initial marking of each individual written assessment task.  (No 
written assessment submission will be marked unless PlagScan identifies that no more than 15% is sourced 
from unreferenced work which is not that of the student). 

The initial assessor is required to make a determination, according to the marking guide for the assessment 
task, as to whether or not the learner has satisfactorily met the assessment task requirements.   

The marking guide is to be completed by the initial assessor and provided to the Training Manager.  The initial 
assessor is to make no notations on the submitted assessment item. 

Second marking 

The Training Manager is to pass the submitted written assessment to a second assessor, who is to make an 
independent determination of whether or not the learner has satisfied the requirements of the assessment 
task, as listed in the marking guide.   

The Training Manager withholds the marking guide completed by the initial assessor. 

The second assessor independently marks the written assessment, completes a second copy of the marking 
guide and provides it to the Training Manager.   

Action if the assessors agree 

If both assessors have determined that the student has satisfactorily responded to the assessment task, the 
Training Manager will record the outcome of “S” for the assessment task and organise for both copies of the 
completed marking guide to be placed in the student’s file.   

Action if the assessors do not agree 

Should the determination of the second assessor be different to that of the initial assessor, the outcome for 
the student will be determined by the assessment moderation committee established for the assessment task.   

Assessment moderation committee 

The assessment moderation committee comprises the initial assessor, the second assessor and the Training 
Manager, as Chair.   

The assessment moderation committee must consider the two marking guides.  

Each assessor is required to explain to the committee the marking process, the entries made in the marking 
guide, and the reasons for assigning the outcome which was assigned.   The assessment moderation 
committee will make a decision about the outcome by majority vote. 

  



 

 

34. Assessment Moderation on Appeal 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017  CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 2.2 (a) (b) 

- Clause 6.2 

• National Code Part D Standard 8 

Related Policies 

• Continuous Improvement 

• Assessment Validation 

• Industry Assessment Validation 

• Post Assessment Validation 

• Assessment Moderation 

• RPL Assessment Validation 

Related Documents 

• Application for moderation on appeal 

• Moderation on appeal report 

• Notification of outcome of moderation on appeal 

Policy 

RANSFORD COLLEGE will provide students with the opportunity to apply for moderation of assessment 
outcomes (referred to as moderation on appeal).   This process involves an assessor checking the accuracy and 
integrity of the assessment outcomes of the student who appeals. 

Procedures 

Grounds for requesting moderation on appeal 

A student may request moderation on appeal for any assessment outcome if the student believes:  

• The assessment procedures do not conform with the Standards for RTOs 2015  

• The assessment procedures do not conform with the RANSFORD COLLEGE’s assessment policy  

• There are any procedural or computational errors in the assessment outcome 

Application for moderation on appeal 

Students who wish to have one or more assessment outcomes for one or more units of competency 
moderated on appeal must lodge an application for moderation on appeal, which they may obtain from the 
reception desk.  An application for moderation on appeal of an assessment will be accepted only if the student 
was assessed as not having satisfactorily completed the assessment.  Students are provided with ten working 
days from the date of release of the assessment outcomes for the units of competency undertaken in a given 
term to apply for moderation on appeal of their assessment outcomes.   

Fee for moderation on appeal 

There is no fee for moderation on appeal. 

Responsibility for moderation on appeal process 



 

 

The Training Manager is responsible for the management of an application for moderation on appeal.  The 
Student Services Manager will provide the Training Manager with all of the applications for moderation on 
appeal for a given term at the close of business of the tenth working day following the end of the term. 

Responsibility for conducting moderations on appeal 

Upon receiving the applications for moderation on appeal for a given term, the Training Manager will delegate 
to assessors the tasks of performing the moderations. 

The moderating assessor 

The assessor who conducts the moderation on appeal will not be the assessor who initially conducted the 
assessment(s) which are being moderated on appeal. 

Process for written assessments 

If the assessment being moderated is a written assessment, the moderating assessor will re-mark the written 
assessments.    

Process for non-written assessments 

If the assessment being moderated is a non-written assessment such as a scenario, role play, assessment 
activity in the simulated workplace environment, case study or presentation, the moderating assessor will 
consider, according to the process described below, the assessment outcomes. 

The moderating assessor will consider the assessment reports (including the performance indicator checklists) 
of the original assessor(s) and interview the original assessor(s).  The moderating assessor will also interview 
the student.   

The moderation on appeal report 

Any inconsistencies or inaccuracies will be identified by the moderating assessor and reported in the 
moderation on appeal report.   

The moderating assessor will recommend to the Training Manager in the moderation on appeal report the 
action to be taken as a result of the moderation.  Moderation on appeal will result in one of the following: 

• a determination that the original assessment outcome remains 

• a change to the original assessment outcome, from unsatisfactory completion to satisfactory completion 

• an offer to the student is to be reassessed 

Reassessment 

If there is a requirement for reassessment arising from an application for moderation on appeal, the 
reassessment will take place at no charge to the student.  The reassessment will be organised and scheduled 
by the Training Manager. 

Notification of outcome of moderation on appeal 

A student who has applied for moderation on appeal will be notified of the outcome of the moderation 
process within ten working days of the closing date for submitting applications for moderation on appeal.   

The notification will be by use of the “Notification of outcome of moderation on appeal”.  The student will be 
given the opportunity for a meeting with the Training Manager and/or the moderating assessor to discuss the 
outcome of the moderation on appeal. 

Assessment moderation feedback 

As part of the RANSFORD COLLEGE continuous improvement process, feedback on the effectiveness of the 
assessment moderation on appeal policy and procedures is obtained by use of the staff survey and student 
satisfaction survey (Training and Assessment).   



 

 

35. Competency of Training and Assessment Staff  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.3 

- Clause 1.4 

- Clause 1.8 

- Clause 1.13 (a) (b) (c) 

- Clause 1.14 

• National Code 2007 

- Part D Clause 6.7  

- Part D Clause 14.1 

 

 

Related Policies 

• Continuous Improvement 

• Professional Development 

• Staff Recruitment and Selection 

• Staff Induction 

• Staff Performance Reviews 

Related Documents 

• Trainer competency matrix 

• Register of trainer qualifications, skills and experience 

• Reference check records 

• Declaration of current and sufficient knowledge of the relevant Training Package 

• Training Package current and sufficient knowledge Register  

• Trainer peer review report 

• Trainer competency review report 

• Working with children check register 

Policy 

Training and assessment at RANSFORD COLLEGE will be carried out by trainers who satisfy the criteria of 
Clauses 1.13, 1.14, 1.15 and 1.16 of the Standards for Registered Training Organisations (RTOs) 2015. 

RANSFORD COLLEGE’s training and assessment will be delivered only by persons who have:  

• vocational competencies at least to the level being delivered and assessed 

• current industry skills directly relevant to the training and assessment being provided; and 

• current knowledge and skills in vocational training and learning that informs their training and assessment. 

Industry experts may also be involved in the assessment judgement, working alongside the trainer and/or 
assessor to conduct the assessment. 

RANSFORD COLLEGE’s training and assessment will be delivered only by persons who have either the 
TAE40110 Certificate IV in Training and Assessment or a diploma or higher-level qualification in adult 
education. 



 

 

 RANSFORD COLLEGE ensures that all trainers and assessors undertake professional development in the fields 
of the knowledge and practice of vocational training, learning and assessment including competency based 
training and assessment. 

Additionally, RANSFORD COLLEGE requires that trainers and assessors have a current and sufficient knowledge 
of the Training Package and/or accredited course relevant to the qualification in which they will be teaching.   

Trainers and assessors are required to participate in periodic review by their peers, scheduled according to the 
annual continuous improvement schedule.   

Trainers and assessors are required to participate in ongoing interviews to ensure that their vocational and 
training and assessment competencies have been maintained, and that they have a current knowledge of the 
relevant Training Packages and/or accredited courses.   

Each trainer / assessor must have successfully completed all the units of competencies he or she will be 
delivering. 

Procedures 

Register of trainer qualifications, skills and experience 

The Student Services Manager is responsible for keeping a register of the qualifications, skills and experience 
of all training and assessment staff.   

Trainer competency matrix 

Prior to appointment, each applicant for a position as a trainer and/or assessor must complete a trainer 
competency matrix. 

For each unit of competency for which training, and assessment competence are claimed, the matrix records 
the qualifications, skills, knowledge and experience which support the claim. 

The trainer/assessor must provide original documents for viewing by the CEO and certified copies of 
documents in support of the training and assessment competence claimed for each unit of competency. 

The trainer/assessor and the CEO must sign and date each entry in the trainer competency matrix. 

Existing trainers and assessors should update the matrix as they gain additional training and assessment 
competencies.  To do this, a meeting should be arranged with the CEO during which evidence of training and 
assessment competency should be provided. 

Checking the competency of training and assessment staff 

All applicants for positions at RANSFORD COLLEGE must provide contact details for three referees who have 
relevant knowledge of the applicant’s employment background, vocational skills and personal 
character.  References for training and assessment positions will be checked by the Training 
Manager.  References for applicants for administrative and student services positions will be checked by the 
Student Services Manager.   

Vocational competency 

Vocational competency is defined as follows: 

“Vocational competency in a particular industry consists of broad industry knowledge and experience, usually 
combined with a relevant industry qualification. A person who has vocational competency will be familiar with 
the content of the vocation and will have relevant current experience in the industry. Vocational competencies 
must be considered on an industry-by-industry basis and with reference to the guidance provided in the 
assessment guidelines of the relevant training package.”  

(NCVER) 

Examples of activities which, singly or collectively, might provide evidence of current vocational competency 
are: 

• Paid or unpaid employment in relevant industry field 



 

 

• Industry release and/or secondment 

• Active participation in industry advisory committees  

• Active involvement in the development and management of industry partnerships  

• Organisation of and/or involvement in industry related activities including workshops, forums, conferences, 
seminars, research projects, committees and exhibitions 

• Structured industry visits and study tours  

• Judging relevant industry competitions  

• Holding a current industry licence  

• Membership of relevant industry associations 

• Networking with individuals and organisations related to relevant industry/discipline  

• Ongoing liaison with students and graduates working in relevant industry  

• Involvement with other institutions/ organisations in relevant industry-related projects 

• Involvement in assessment validation and moderation processes 

• Fellowships and scholarships on related disciplines 

• Formal study of an accredited qualification or unit of competencies 

• Subscription to and/or reading related industry journals, magazines, newsletters, bulletins 

• Team teaching and mentoring  

• Competency-based assessment and training resource development 

Information requested from referees 

Referees will be asked to provide information to attest that the applicant has vocational competencies at least 
to the level of those being delivered and assessed.  Records of all reference checks will be placed in the hard 
file of the applicant. The CEO may require applicants for training and assessment positions to provide 
additional information or documents to demonstrate vocational competencies at least to the level of those 
being delivered and assessed.   

Ongoing review of trainer competency takes place according to analysis of student surveys, the trainer peer 
review procedure, the formal annual trainer performance review process with the Training Manager, and 
regular interviews with the Training Manager. 

Current and sufficient knowledge of Training Package 

All training and assessment staff must have current and sufficient knowledge of the training package or 
training packages relevant to the qualification or qualifications in which they are teaching.  

Questioning trainer/assessor applicants to assess their knowledge of the Training Package 

The Training Manager will ensure that applicants for training and assessment positions have a current and 
sufficient knowledge of the relevant training package by questioning each applicant.  The questions asked will 
be designed to provide the applicant with the opportunity to demonstrate current and sufficient knowledge of 
the training package.  

The questions will focus on the components of the training package, assessment guidelines, competency 
standards, the qualification framework, qualification rules, units of competency in the program in which the 
trainer will be teaching, qualification pathways and employability skills.   

Training Package current and sufficient knowledge register 

If the Training Manager is assured of an applicant’s current and sufficient knowledge of the training package, 
and the applicant is hired, the Training Manager will create an entry for the new employee in the “Training 
Package current and sufficient knowledge register”.   



 

 

Declaration of current and sufficient knowledge of relevant Training Package 

If the Training Manager determines that a new employee has current and sufficient knowledge of the training 
package, the Training Manager will complete and sign a "Declaration of current and sufficient knowledge of 
relevant training package" to be placed in the file of the new staff member. 

Annual review and assessment of current and sufficient knowledge of Training Package   

Trainers/assessors will be required to attend Training Package update and review sessions at least annually.   

The review sessions will be scheduled for the final term of each year.   During each review session, the Training 
Package will be discussed in detail, with any changes which have been implemented during the year noted.   
All staff who train and/or assess units of competency in a Training Package will be required to attend the 
review session for that Training Package.   

The CEO will invite experts in each Training Package to conduct the annual update sessions and the 
trainer/assessor assessments.   

The most likely source of expertise is the Industry Skills Council which has developed the Training Package.     

The annual Training Package review sessions will include an assessment of each participant’s knowledge of the 
Training Package.  The emphasis of the assessment will be on the currency and sufficiency of the knowledge 
each trainer/assessor has of the Training Package. 

The assessment will take the form of an interview, with the trainer/assessor asked a set of questions by the 
Training Package expert.  (The questions are designed and agreed with the Training Manager prior to the 
Training Package review session). 

If a trainer/assessor is assessed as having adequate current and sufficient knowledge of the Training Package, 
an additional entry, recording the details and date of the review session and the assessment, will be placed in 
the “Training Package current and sufficient knowledge register”.   

Should the trainer/assessor be assessed as not having an adequate current and sufficient knowledge of the 
Training Package, the Training Manager will organise an interview with the Trainer/Assessor, during which 
appropriate professional development activities will be discussed and organised. 

The Training Package current and sufficient knowledge register will be reviewed monthly by the RANSFORD 
COLLEGE management Committee.  The CEO will issue instructions for any actions to implement 
improvements to policies and/or procedures as a result of the review. 

Peer Review 

RANSFORD COLLEGE trainers and assessors are required to participate in periodic review by their peers.  Peer 
reviews occur as scheduled in the annual continuous improvement schedule and are initiated by the Training 
Manager.  For each trainer/assessor, the Training Manager will appoint a peer to conduct the peer review.  For 
the peer review, the reviewing trainer/assessor (the peer reviewer) will attend at least two of the classes of 
the trainer/assessor being reviewed, and complete a trainer peer review report.   

The trainer peer review report will be provided to the Training Manager within four weeks of the instigation by 
the Training Manager of the review process.   

Trainer peer review reports are reviewed monthly by the RANSFORD COLLEGE management Committee. The 
CEO will issue instructions for any actions to be taken for improvements identified upon review of trainer peer 
review reports. 

Competency Review Interviews (refer to Staff Performance Review) 

The process of competency review interviews is designed to work in conjunction with the annual staff 
performance review with the CEO.   

Trainers and assessors are required to participate in ongoing interviews with the Training Manager to ensure 
that they have: 

• continued to develop their VET knowledge and skills 



 

 

• maintained industry currency 

• maintained and developed their trainer/assessor competence 

The interviews will take place every six months and will be initiated by the Training Manager.   

The discussion will identify requirements for professional development or industry contact.   

Trainer/assessor competency review reports 

Any identified requirements for professional development or industry contact will be documented in a 
trainer/assessor competency review report.  The trainer/assessor competency review reports are reviewed 
monthly by the RANSFORD COLLEGE management Committee.  The CEO will issue instructions for any actions 
to be taken for improvements identified upon review of trainer/assessor competency review reports.  

 



 

 

36. Professional Development 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.16 

- Clause 1.13 

• National Code 2007 

- Part D Clause 6.7   

- Part D Clause 14.1 

Related Policies  

• Continuous Improvement 

• Competency of Training and Assessment Staff 

• Staff Recruitment and Selection 

• Staff Induction 

• Staff Performance Reviews 

Related Documents 

• Application for professional development 

• Application for industry release 

• Application for subscription to industry journal 

• Sample employment contract – trainer/assessor 

• Industry release register 

• Journal distribution list 

• Licenses register 

• Membership register 

• Mentoring register 

• Professional development feedback report 

• Professional development plan  

• Professional development record 

• Professional development register 

• Professional participation register 

• Request for addition to journal distribution list 

Policy 

RANSFORD COLLEGE recognises that planned and proactive professional development is essential for 
maintaining staff competency.   

Ongoing professional development of staff helps to ensure quality training and assessment and high quality 
services in support of training and assessment.   

It is a condition of employment with RANSFORD COLLEGE that staff maintain an appropriate program of 
professional development.  The focus on the professional development needs to be the maintenance of 
current knowledge and skills in competency based training and assessment. 



 

 

RANSFORD COLLEGE encourages staff attendance at professional development activities and supports active 
involvement of staff in industry release schemes, professional networks and communities of practice.   

Training and assessment staff are required to undertake professional development activities to develop and 
retain their skills in the sourcing, development and review of quality learning resources and the development 
and review of assessment tools. 

All staff are required to participate in the STS Professional Development program by attending STS professional 
development workshops. 

The requirement to undertake appropriate professional development activities, according to agreed 
professional development plans (see below) is specified in the contract of employment for all staff. 

RANSFORD COLLEGE encourages staff to participate in mentoring activities and to be involved in relevant 
projects with industry.  Staff are encouraged to subscribe to industry journals and relevant periodicals. 

Training and assessment staff are required to undertake professional development activities to develop and 
retain their skills in the sourcing, development and review of quality learning resources and the development 
and review of assessment tools. 

A strong emphasis for all staff is placed on professional development in the area of understanding and 
properly implementing RANSFORD COLLEGE’s intervention strategy for students at risk. 

Procedures 

Professional development plans 

Professional development plans are developed with the manager of each staff member as part of the staff 
member’s annual performance review.   In the case of training and assessment staff, professional development 
plans are developed with the Training Manager.   The Training Manager will ensure that all training and 
assessment staff undergo a minimum of 20 hours of professional development in training and assessment 
each calendar year. 

Student services staff develop their professional development plans with the Student Services Manager.  

Professional development plans for each staff member are filed in the staff member’s file and reviewed during 
each annual performance review meeting.  A staff member’s professional development plan may be amended 
at any time to take advantage of opportunities and to reflect changes in circumstances.   

Staff members are encouraged to make appointments with their managers to discuss professional 
development opportunities and to update professional development plans.   

Focus of professional development 

For student services staff, professional development is especially important in information and records 
management and the timely and effective provision of information to training participants.   

Student services staff are required to undertake professional development to maintain their:  

• understanding of, and compliance with, the VET quality framework and the NSW APL contract 

• knowledge of correct and effective techniques of record collection 

• responsibilities for accurately recording information and storing records according to organisational policies 
and procedures 

Professional development for training and assessment staff is especially important in: 

• principles of competency-based training and assessment 

• assessment practices 

• the sourcing, development and delivery of learning resources 

• the development of assessment tools 

• the VET quality framework 



 

 

Professional development for trainers and assessors 

The Training Manager is responsible for organising regular internal professional development activities for 
training and assessment staff.  These are designed to ensure that trainers and assessors have current 
knowledge and skills relevant to: 

• sourcing and developing learning resources that are accurate, relevant and useful, and 

• developing assessment tools that are reliable, fair, valid, sufficient and flexible, relying on evidence that is 
sufficient, valid, authentic and current.  

Applying for external professional development  

Staff are actively encouraged to seek external opportunities for professional development. 

Staff must apply for release from normal duties to attend external professional development activities using 
the application for professional development form.  With this form, the staff member provides details of the 
dates and locations of the professional development, the key benefits, how the professional development 
activity will help the staff member in her/his work at RANSFORD COLLEGE and how it will contribute to 
RANSFORD COLLEGE’s program of continuous improvement.   

The CEO must approve all external professional development activities. 

Professional development record 

Each staff member is responsible for maintaining their own professional development record (PDR).  PDRs are 
considered at each meeting of the RANSFORD COLLEGE management Committee and are an important part of 
RANSFORD COLLEGE’s processes of continuous improvement.  The Student Services Manager is responsible for 
ensuring that PDRs are properly kept in each staff member’s file.  Staff should keep a copy of their PDR for 
their personal records. 

Professional development feedback report 

Staff are required to complete a “professional development feedback report” upon completion of each 
professional development activity.  This is provided to the relevant manager and reviewed at the following 
meeting of the RANSFORD COLLEGE management Committee.  The professional development feedback report 
is filed in the staff member’s file. 

Professional development register 

The Student Services Manager is responsible for maintaining the professional development register.  Details of 
all professional development activities undertaken by RANSFORD COLLEGE staff are recorded in this register.   

The Learner Services Manger records the following in the Professional Development Register: 

• the date(s) of the professional development activity 

• the name of staff member who attended the activity 

• details of the activity 

• benefits gained from the activity  

The professional development register is a considered at each meeting of the RANSFORD COLLEGE 
management Committee.  The Management Committee will review the professional development activities of 
staff for their relevance, the extent to which they have enabled improvements to RANSFORD COLLEGE policies 
and procedures, and their applicability to other staff. 

Professional participation  

A useful staff professional development activity is professional participation.  Professional participation 
involves participation in a formal or informal professional event relevant to a staff member’s field of expertise, 
involving practitioners external to the college.   Examples of professional participation are conferences or 
meetings of professional associations.  Staff can apply for release for professional participation using the 
application for professional participation form.     



 

 

All professional participation activities undertaken by staff are listed in the professional participation register, 
maintained by the Student Services Manager.    

The Student Services Manager records the following in the professional participation register: 

• date(s) of the professional participation 

• the name of staff member involved in the professional participation 

• details of the professional participation activity 

• benefits gained from the activity.     

The professional participation register is considered at each meeting of the RANSFORD COLLEGE management 
Committee.  The Management Committee will review the professional participation activities of staff for their 
relevance, the extent to which they have contributed to improvements in processes, and their applicability to 
other staff. 

Industry release 

Staff can apply for periods of industry release using the application for industry release form.   Information 
about industry release activities is recorded in the industry release register.   The industry release register is 
considered at each meeting of the RANSFORD COLLEGE management Committee .. The RANSFORD COLLEGE 
management Committee will review the industry release activities of staff for their relevance, the extent to 
which they have enabled improvements to RANSFORD COLLEGE policies and procedures, and their 
applicability to other staff.  

Mentoring  

Mentoring activities can be informal or formal.  Formal mentoring is organised by the manager of the staff 
member to be mentored in consultation with the staff member and the mentor.  Information about formal 
and informal mentoring activities is recorded in the mentoring register. The RANSFORD COLLEGE management 
Committee will review the mentoring activities of staff for their relevance, the extent to which they have 
enabled improvements to RANSFORD COLLEGE policies and procedures, and their applicability to other staff. 

Subscription to journals  

Staff are encouraged to subscribe to journals and to request that the college takes out subscriptions to 
relevant journals.  Staff members who wish the college to consider subscribing to an industry journal should 
complete an application for subscription to an industry journal.  The application will be considered by the 
Training Manager in the case of an application by a trainer/assessor, or by the Student Services Manager in the 
case of an application by a member of the student services staff.  If the application is approved, the Student 
Services Manager will produce a journal distribution list for the journal, including on it any staff members the 
relevant manager considers would gain value reading the journal.  A staff member may request at any time to 
be added to a journal distribution list.  A request for addition to the journal distribution list should be made 
using the request for addition to journal distribution list form. 

Licenses and memberships  

Staff are encouraged to gain licenses relevant to their scope of employment with RANSFORD COLLEGE.  They 
are also encouraged to gain membership of relevant associations or professional bodies.  Staff members are 
required to inform their manager of relevant licenses or memberships they have obtained.   Documents 
associated with the acquisition of a license or the membership of an organisation must be sighted by the CEO 
before being copied and filed in the staff member’s file.  Information about licenses gained by staff members is 
recorded in the licenses register.  Information about membership of relevant associations or professional 
bodies is recorded and membership register.  Both registers are maintained by the Student Services Manager.



 

 

37. Staff Recruitment and Selection  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.3 

- Clause 1.6 

- Clause 1.7 

- Clause 1.13 (a) (b) (c) 

- Clause 1.14 

• National Code 2007 

- Part D Clause 14.1 

 

 

 

 

Related Policies 

• Continuous Improvement 

• Competency of Training and Assessment Staff 

• Professional Development 

• Staff Induction 

• Staff Performance Reviews 

Related Documents 

• Request to define vacant position 

• Referee check record 

• Applicant interview summary 

• CV Register – Trainers / Assessors 

• CV Register – Student Services Staff 

• RANSFORD COLLEGE employment (template) 

• WWC register 

Policy 

Recruitment and selection at RANSFORD COLLEGE will be fair, transparent and consistent.  Employees are 
selected because of their relevant skills, experience, knowledge and potential for future development.   

The selection process does not consider any personal characteristic or attribute that is not directly relevant to 
the duties of the position being sought.  Such personal factors include marital status, gender, disability, sexual 
orientation, religious activity, belief or affiliation, political activity, belief or affiliation, race, industrial activity, 
age, pregnancy, parental status, or family responsibilities. 

Training and assessment staff will be recruited and selected according to the requirements of the Standards 
for RTOs 2015. 

Staff who are recruited to RANSFORD COLLEGE must be aware of their obligations personally, and those of 
RANSFORD COLLEGE, under the provisions of the Standards for RTOs 2015 the National Code 2007 of the ESOS 
Act 2000. 

Additionally, training and assessment appointed to RANSFORD COLLEGE must be aware of their obligations 
according to the Standards for RTOs 2015 to assess students according to the principles of assessment and the 



 

 

rules of evidence.  In particular, potential training and assessment staff must demonstrate understanding of 
techniques to prevent, detect and respond to plagiarism. 

Procedures 

Vacant positions 

A request to define a vacant position must be made to the CEO.   

If the position is authorised, the CEO will instruct the appropriate manager (Training Manager or Student 
Services Manager) to develop a position description.  

Position descriptions 

The position description must define clearly and concisely the duties associated with the role, with particular 
emphasis on those aspects of the position associated with meeting the requirements of the Standards for 
RTOs 2015 and the National Code of the ESOS Act.  For training and assessment staff, the requirement to 
assess students according to the principles of assessment and the rules of evidence is emphasised.  In 
particular, potential training and assessment staff must demonstrate their understanding of techniques to 
prevent, detect and respond to plagiarism. 

After a position description has been drafted, it must be submitted to the CEO.  The CEO will either approve it 
by signing it, or issue instructions for changes.  After the position description has been finalised, and 
authorised by the CEO for use, an advertisement for the position can be drafted.   

Advertising vacant positions 

The advertisement for applicants for a vacant position will be drafted by the appropriate manager (Training 
Manager or Student Services Manager).  The draft advertisement must be submitted to the CEO.  The CEO will 
either approve it by signing it, or issue instructions for changes. 

Interview panel 

 The manager to whom the position will report is responsible for collating applications for the position, 
developing a shortlist, and forming an interviewing panel, in consultation with the CEO.  The interviewing 
panel will comprise three staff members.  A member of the panel will be appointed by the relevant manager as 
chair of the interview panel.  Within two working days of the interview, the chair of the interview panel will 
complete a staff applicant interview summary.  This is filed in the “interviews conducted” file.  If the applicant 
is appointed to the position, a copy is placed in the staff file. 

For training and assessment staff, the interview panel will ask a set of questions to determine the knowledge 
and skills of the candidate in assessing students according to the principles of assessment and the rules of 
evidence.  In particular, potential training and assessment staff must demonstrate at interview their 
understanding of techniques to prevent, detect and respond to plagiarism. 

Reference checks 

Applicants for positions at RANSFORD COLLEGE must supply at least three relevant referees.  The Training 
Manager makes telephone contact with each of the referees prior to appointment of an applicant 
recommended by the interview panel.   The referees supplied by the applicant must have current relevant 
knowledge of the applicant’s employment background and personal character. 

Referees provided by applicants for training and assessment positions will be asked questions to confirm the 
applicant’s: 

• current vocational competencies 

• recent industry/professional experience 

• professional skills 

• training and assessment capability, including previously demonstrated knowledge and skills in assessing 
students according to the principles of assessment and the rules of evidence.  In particular, previously 
demonstrated understanding of techniques to prevent, detect and respond to plagiarism.  



 

 

• previously demonstrated commitment to continuing development of VET knowledge and skills 

• industry currency  

• previously demonstrated knowledge of the relevant Training Packages or accredited courses  

Referees provided by applicants for student services positions will be asked questions to confirm the 
applicant’s: 

• demonstrated understanding of the Standards for RTOs 2015  

• demonstrated understanding of the National Code 2007 of the ESOS Act and of the ESOS framework 

• professional experience that is current and relevant to the student services role to be filled 

A record of each reference check is placed in the applicant’s file.  If the applicant is hired, the records of 
reference checks will be moved to the file of the new employee. 

Minimum requirements for appointment to a training and assessment position 

The minimum requirements for appointment to a training and assessment position at RANSFORD COLLEGE 
are: 

• vocational competencies at least to the level being delivered and assessed 

• current industry skills directly relevant to the training and assessment being provided; and 

• current knowledge and skills in vocational training and learning that informs their training and assessment. 

• TAE40110 Certificate IV in Training and Assessment or a diploma or higher-level qualification in adult 
education. 

Please refer to “Competency of Training and Assessment Staff” for more detailed information. 

Minimum requirements for appointment to a student services position 

The minimum requirements for appointment to a student services position at RANSFORD COLLEGE are: 

• demonstrated understanding of the Standards for RTOs 2015 

• demonstrated understanding of the National Code 2007 and the ESOS Framework  

• professional experience that is current and relevant to the student services role to be filled. 

Police check 

Staff to be appointed to senior positions (as designated by the CEO) at RANSFORD COLLEGE are required to 
provide a current National Police Certificate (or certified copy).   

Positions designated as senior positions by the CEO at the time of initial development of this policy are: 

• Training Manager 

• Student Services Manager 

• Student Welfare Officer 

• Training Manager 

Working with Children check 

As RANSFORD COLLEGE may enrol domestic training participants under the age of 18 years, all applicants to 
positions at RANSFORD COLLEGE must have a current valid Working with Children Check (WWCC).  Please note 
that RANSFORD COLLEGE does not accept enrolments of Overseas Students under the age of 18 years. 

Verifying and certifying documents 

Before a new employee is hired, original qualifications and academic transcripts from the issuing institution 
must be sighted by the CEO.  Certified copies of these documents must be supplied by the applicant. 

The Student Services Manager will contact the awarding institution to verify that the qualification and 
transcripts supplied are valid.  



 

 

The CV provided by an applicant must be signed and dated by the applicant. 

All claims of vocational qualifications and current industry skills and experience must be supported by 
documentation.  Originals of all such supporting documents must be sighted and verified by the CEO, and 
certified copies must be provided by the applicant. 

All claimed professional development activities must be supported by relevant documentation.  Originals of all 
relevant documents must be sighted and verified by the CEO, and certified copies must be provided by the 
applicant. 

Filing relevant documents 

The Student Services Manager will ensure that copies of all relevant documents are filed correctly.  If an 
updated version of a document (e.g. a CV) is to be filed, the superseded version must be discarded. 

CV Register 

An entry is made by the Student Services Manager in the CV register for each new member of staff to be hired.  
The CV Register contains an entry for every member of staff.  An entry is made in the CV Register when a staff 
member’s CV is initially placed in the staff member’s file, and each time it is updated. 

Making an appointment to a vacant position 

When an appointment to a position is authorised, a letter of offer will be produced by the appropriate 
manager (CEO, Student Services Manager or Training Manager) and signed by the CEO.  The letter of offer will 
have provision for the acceptance by the applicant, who must sign and date the letter and return it.    

Two copies of the standard RANSFORD COLLEGE employment contract, edited appropriately for the position 
being filled, and authorised by the CEO, will be provided to the successful applicant.   

The successful applicant will sign both copies of the employment contract, keeping one copy for his/her 
records, and returning the other to the Student Services Manager prior to commencement of employment.   

The Student Services Manager will ensure that the signed contract is filed properly in the new employee’s file. 

Probation period 

All new staff will be appointed subject to a probation period of three months.   During the probation period, 
staff will be closely observed to ensure that they understand and implement the principles of the ESOS 
Framework and the Standards for RTOs 2015.  Training and assessment staff will be monitored by the Training 
Manager.   Student services staff will be monitored by the Student Services Manager. 

Documents to be filed 

The following documents, signed as appropriate, are to be placed in the file of each applicant who is hired. 

• Position description 

• Job advertisement 

• Letter of offer 

• Trainer skills matrix 

• Verified and certified copies of academic qualifications 

• Verified and certified copies of documents in support of claims of vocational experience 

• Verified and certified copies of documents in support of claimed professional development activities 

• Staff applicant interview summary 

• Records of interviews with referees 

• Signed employment contract 

The Student Services Manager is responsible for ensuring that all of these documents are kept on file for a 
period of two years following the cessation of service of the employee. 
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Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.3 

- Clause 1.6 

- Clause 1.7 

- Clause 1.13 (a) (b) (c) 

- Clause 1.14 

• National Code 2007 

- Part D Clause 6.7  
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Related Policies 

• Continuous improvement 

• Competency of training and assessment staff 

• Professional development 

• Staff recruitment and selection 

• Staff performance reviews 

Related Documents 

• Staff understanding of responsibilities under the ESOS framework – CEO’s declaration 

• RANSFORD COLLEGE Induction program record of interview 

• RANSFORD COLLEGEESOS framework questioning checklist 

• RANSFORD COLLEGE Documents for new staff Checklist 

• Responsibilities under the ESOS framework – staff declaration 

• Staff Induction checklist 

Policy 

All new employees at RANSFORD COLLEGE undergo a thorough staff induction program relevant to their 
employment.  

Emphasis is placed during the induction program on ensuring that all staff have a thorough knowledge of the 
Standards for RTOs 2015 and of the ESOS framework.  All new employees must demonstrate that they 
understand their responsibilities and those of RANSFORD COLLEGE according to the Standards for RTOs 2015 
and of the ESOS framework.    

The induction program for training and assessment staff ensures a thorough knowledge of the Standards for 
RTOs 2015 and of the relevant Training Package(s) applicable to the work of the staff member.    

All training and assessment staff are provided with detailed information during the induction program about 
the procedures at RANSFORD COLLEGE for the prevention, detection, and response to, plagiarism. 

 

 

 



 

 

Procedures 

The Staff Induction program 

The Training Manager conducts the induction program for trainers and assessors.  The Student Services 
Manager conducts the induction program for student services staff.  The Student Services Manager and the 
Training Manager are collectively responsible for the induction program for marketing staff.    

Staff are informed at induction of RANSFORD COLLEGE’s continuous improvement program.  All staff are told 
of the importance of providing feedback about the effectiveness of current operational arrangements by all of 
those involved.  Staff are encouraged to provide feedback informally as well as by use of the formal feedback 
mechanisms. 

For all staff, the induction program ensures that new employees become familiar with the training and 
assessment and student services policies and procedures.  The program places significant emphasis on 
ensuring that new staff understand their responsibilities and the responsibilities of RANSFORD COLLEGE in 
regard to the Standards for RTOs 2015 and the ESOS framework. 

The induction program for training and assessment staff provides detailed information about the procedures 
at RANSFORD COLLEGE for the prevention, detection, and response to, plagiarism.  Training and assessment 
staff are provided with training in the use of RANSFORD COLLEGE’s online plagiarism detection platform 
(PlagScan). 

Staff are informed of the qualifications offered by RANSFORD COLLEGE and the Training Packages relevant to 
those qualifications.   

The induction program ensures that all staff have a thorough understanding of how to provide information to 
students in an effective and knowledgeable way.   Staff are also given clear instructions about the policy and 
procedures for information and records management at RANSFORD COLLEGE.    

The induction program for all staff includes an introduction to the student management information system. 

At induction, trainers/assessors are made aware of the packaging of units of competency and the assessment 
requirements for the units of competency in the qualifications they will be training and assessing.  The 
induction program will ensure that trainers/assessors know how to use the Training Package relevant to the 
qualifications in which they will be training and assessing (confirming the knowledge of the training package 
demonstrated as part of the staff selection process).  The induction program also ensures that 
trainers/assessors are aware of the need to maintain their current vocational competencies and their current 
industry skills and experience. 

Marketing staff are required to indicate that they understand the policy and procedures for  

• development and review of marketing materials 

• education agents 

All of RANSFORD COLLEGE’s policies and procedures will be discussed during the induction program. 

Questioning 

The induction program requires active participation.  In order to ensure their understanding of topics under 
discussion, staff undertaking the induction program will be asked questions as the program progresses and will 
be expected to ask questions to clarify their understanding.  The questions asked and the answers provided 
will be documented by the member of RANSFORD COLLEGE’s management team conducting the induction 
program by use of an induction program record of interview. 

The ESOS framework 

At the completion of the induction program, staff are required to participate in an oral question and answer 
session with one of the senior management team (the CEO, Student Services Manager, or Training Manager) 
to demonstrate their understanding of the obligations ofRANSFORD COLLEGE and their personal 
responsibilities under the ESOS Framework.   



 

 

The Manager conducting the questioning is required to complete the “ESOS framework questioning checklist”. 

Staff are required to read and sign the document entitled “Staff responsibilities under the ESOS Framework” to 
affirm that they understand their responsibilities and those of RANSFORD COLLEGEunder the ESOS 
framework.   

The CEO, when satisfied of a staff member’s understanding of their obligations and those of RANSFORD 
COLLEGE under the ESOS framework, will complete and sign the document “Staff understanding of 
responsibilities under the ESOS Act - CEO's declaration”.   

Documents supplied at induction 

At induction, all new employees are provided with hard copies of: 

• the RANSFORD COLLEGE policies and Procedures manual (this document) 

• the RANSFORD COLLEGE Student Handbook 

• the Standards for RTOs 2015   

• the ESOS National Code of Practice 2007   

Trainers/assessors are provided additionally with hard copies of: 

• the Training and Assessment Strategies for the qualifications in which they will be teaching 

• the Assessor Guides for all of the units of competency they will be teaching 

• the user manual for RANSFORD COLLEGE’s online plagiarism checking platform (PlagScan).   

Trainers/assessors are provided with a USB device with the Training Package(s) for the units of competency 
they will be training and assessing. 

All new staff are provided with copies of all marketing material provided to applicants for enrolment at 
RANSFORD COLLEGE, including: 

• all marketing flyers (course outlines) 

• pre-enrolment information for Overseas Students 

Documents for new staff checklist 

The Student Services Manager is responsible for ensuring the provision of all of the necessary documents to 
staff at induction, and completing the “Documents for new staff” checklist.   The Documents for new staff 
checklist must be signed and dated by the new employee and by the Student Services Manager.  The Student 
Services Manager responsible for filing the completed induction checklist in the new employee’s file. 

Staff Induction checklist 

All staff are to sign and date an induction checklist at the completion of the induction process.  This will be 
countersigned and dated by the member of staff conducting the induction program (the CEO, the Training 
Manager, or the Student Services Manager). 

New staff will be required to indicate on the induction checklist that they: 

• understand the importance of providing feedback for RANSFORD COLLEGE’s continuous improvement program 

• understand RANSFORD COLLEGE’s training and assessment policies and procedures 

• understand their responsibility to prevent, detect and respond to plagiarism 

• understand the procedures for the use of RANSFORD COLLEGE’s online plagiarism-checking platform 
(PlagScan) 

• understand RANSFORD COLLEGE’s student services policies and procedures 

• understand their responsibilities and RANSFORD COLLEGE’s responsibilities in regard to the Standards for RTOs 
2015  



 

 

• understand their responsibilities and RANSFORD COLLEGE’s responsibilities under the ESOS framework (staff 
are also required to sign the “Staff responsibilities under the ESOS framework” document). 

• are aware of the qualifications offered by RANSFORD COLLEGE and the Training Packages relevant to those 
qualifications 

• understand the procedures in place to enable them to provide information to students in an effective and 
knowledgeable way 

• understand the policies and procedures for information and records management at RANSFORD COLLEGE 

• understand how to use the student database for the purposes of their job role 

• understand the requirement to cooperate fully and promptly with requests of authorised officers, 
representatives and agents of ASQA during an audit or any other activity associated with the monitoring of 
RANSFORD COLLEGE’s operations 

• have read RANSFORD COLLEGE’s policies and procedures for: 

- monitoring course progress 

- Student code of conduct (including class attendance) 

- critical incidents 

- document version control 

- privacy 

- staff professional development 

- student welfare 

- plagiarism, collusion and cheating 

Trainers/assessors are required to indicate that they are aware of: 

• the packaging of units of competency in the qualifications they will be teaching 

• assessment requirements of units of competency of the qualifications in which they will be teaching. 

They are also required to affirm their knowledge of the relevant Training Package, as assessed during the staff 
selection process. 

Marketing staff are required to indicate that they understand the policy and procedures for  

• development and review of marketing materials 

• education agents 

Filing the Induction Checklist 

The manager (Student Services Manager, Training Manager, Training Manager, or CEO) conducting the 
induction program for a new employee is responsible for filing the completed induction checklist in the 
employee’s file. 



 

 

39. Staff Performance Reviews 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.13 (a) (b) (c) 

- Clause 1.14 

- Clause 1.16 

- Clause 2.2 (a) (b) 

• National Code 2007 

- Part D Clause 6.7,  

- Part D Clause 11.5 

- Part D Clause 14.1 

Related Policies 

• Continuous Improvement 

• Competency of Training and Assessment Staff 

• Professional Development 

• Staff Induction 

• Staff Recruitment and Selection 

Related Documents 

• Staff performance review report 

• Trainer/assessor self-assessment form 

Policy 

All staff will have an annual performance review with the CEO.  The job performance of the staff member 
during the previous year will be discussed and measured against key performance indicators previously 
agreed.  Initial key performance indicators are agreed with new staff members within ten working days of the 
beginning of their employment with RANSFORD COLLEGE.   

Procedures 

 Annual Staff Review 

A performance review is conducted for each permanent staff member within four weeks of the anniversary of 
the staff member’s start date with RANSFORD COLLEGE.  The CEO will conduct the annual performance 
reviews for all staff members.  The focus of the annual performance review for each staff member is the set of 
KPIs previously agreed. 

Staff Performance Review Report 

The staff performance review report will be completed by the CEO, during the staff performance review, in 
consultation with the staff member.  The CEO and the staff member will make comments against each KPI.  
There is provision for further comment at the end of the report.  The completed report will be input to the 
staff performance review session for the following year. 

Key Performance Indicators 

Examples of key performance indicators for training and assessment staff are: 

• timely preparation for training and assessment 

• training and assessment in accordance with the requirements of the program 



 

 

• regular liaison with fellow trainers/assessors to ensure uniformity and consistency of assessment standards  

• demonstration of current knowledge of the Training Package containing the qualification(s) and of the 
accredited courses in which they are training and assessing. 

• ongoing effective student assessment in accordance with unit requirements 

• timely and accurate reporting on student attendance and outcomes 

• demonstration of appropriate responses to student welfare issues  

• vocational competencies, VET knowledge and skills and industry currency have been upgraded in accordance 
with the individual’s annual professional development plan. 

• regular attendance of formal or informal staff meetings  

• demonstrated support for RANSFORD COLLEGE’s initiatives 

• duties performed in line with company values 

Examples of key performance indicators for student services staff are: 

• timely and accurate assessment of the course entry requirements of applicants  

• efficient acceptance and receipt of fee payments  

• accurate entry of student data into the student database 

• timely issuing of documents, in accordance with RANSFORD COLLEGE policies and procedures  

• effective monitoring and recording of student outcomes  

• timely reporting of faulty or broken equipment  

• timely reporting of critical incidents and recording of details in the critical incidents register  

• effective identification of learner support needs  

• timely and consistent checking of records for accuracy and currency  

• effective collection of feedback about the effectiveness of records management  

• turnaround time for student queries maintained  

Key performance indicators for all staff are: 

• the extent to which the staff member contributes to ensuring that data collection and analysis confirm good 
practice 

• demonstration of an understanding of where improvements to the processes of data collection and analysis 
need to be made 

• demonstration of the ability of the staff member to others communicate their understanding of where 
improvements to the processes of data collection and analysis need to be made 

Feedback on the annual staff performance review 

Feedback on the annual staff performance review is provided by the CEO within ten working days of the 
performance review.   Staff are provided with a staff performance review report, which identifies areas for 
improvement, as measured against the previously defined key performance indicators, and includes a 
professional development plan for the staff member. 

Staff performance review reports provide an input to RANSFORD COLLEGE’s continuous improvement process.  
Any staff performance review reports completed in the week prior to a meeting of the RANSFORD COLLEGE 
management committee are reviewed during the meeting.  The management committee will make 
recommendations for improvements based upon the review of the staff performance review reports.  
Accordingly, the CEO will issue instructions for improvements as necessary.  

Trainer/assessor self-assessment 



 

 

RANSFORD COLLEGE requires trainers/assessors to self-assess on an ongoing basis.  In particular, trainers and 
assessors are required to self-assess their familiarity with the latest revisions of the Training Packages relevant 
to the units of competency in which they are training and assessing, the requirements of the Standards for 
RTOs 2015 and the national code of the ESOS Act.   

The knowledge of trainers/assessors of the relevant documents and policies and procedures will be assessed 
by the CEO during the annual staff performance review and during the ongoing process of interviews with the 
Training Manager. 



 

 

40. Training and Assessment Strategies 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for Registered Training Organisations 
2015  

- Clause 1.1 

- Clause 1.2 

- Clause 1.3 

- Clause 1.4 

- Clauses 1.5 

- Clause 1.6 

- Clause 1.7 

- Clause 1.8 

- Clause 1.13 

• Australian Qualifications Framework 

• National Code 2007  

- Part C Clause 7.1  

- Part C Clause 7.2 

- Part C Clause 8.1 

- Part D Clause 9.1 

- Part D Clause 9.4 

- Part D Clause 9.5  

- Part D Clause 14.1  

- Part D Clause 14.2 

 

 

Related Policies 

• Teaching and Learning 

• Assessment 

• Assessment Processes 

• Developing Assessment Tools 

Related Documents 

• Records of interview with industry advisors 

• RANSFORD COLLEGE Learning and Assessment strategy template 

• RANSFORD COLLEGE Learning and Assessment Strategy review report 

Policy 

Training and Assessment Strategies are critical documents at RANSFORD COLLEGE.  They inform the approach 
to learning and assessment for each qualification and accredited course on RANSFORD COLLEGE’s scope of 
registration. 

Training and Assessment Strategies are developed collaboratively and with extensive consultation, within 
RANSFORD COLLEGE and externally.  The Learning and Assessment strategy for each training product (i.e. 
qualification and VET accredited course) provides trainers and assessors with details of all training and 
assessment requirements for that training product.   

Training and Assessment Strategies at RANSFORD COLLEGE are developed so that they are consistent with the 
requirements of the Australian Qualifications Framework (AQF).  RANSFORD COLLEGE complies with the AQF 
in applying the volume of learning to each unit of competency in each qualification and each module in each 
VET accredited course. 



 

 

Trainers, assessors, external experts and industry advisors are contributors to the development of Training and 
Assessment Strategies.  

Training and Assessment Strategies are dynamic documents which are reviewed regularly.  A comprehensive 
process is in place for the ongoing review and maintenance of currency of RANSFORD COLLEGE’s training and 
assessment strategies. 

Training and Assessment Strategies and assessment tools developed to be consistent with those strategies are 
developed to meet the requirements of the relevant Training Package or accredited course.   

Every trainer and assessor of units of competency in a particular qualification or accredited course will be 
provided with RANSFORD COLLEGE’s Learning and Assessment Strategy for that qualification or accredited 
course. 

Procedures 

Ensuring strategies for training and assessment meet the requirements of the relevant Training Package 

Training and Assessment Strategies are developed according to the requirements of the relevant Training 
Package.  They are developed in accordance with the following elements of each of the competency standards 
for the units packaged in each qualification. 

• Employability skills 

• Application of the unit 

• Elements of competence and performance criteria 

• Required skills and knowledge 

• Range statement 

• Evidence guide 

Ensuring strategies for training and assessment meet the AQF Volume of Learning requirements 

The AQF Volume of Learning indicators are an essential consideration in the determination of the delivery 
period of each unit of competency in each qualification. 

Developers of Training and Assessment Strategies are required to make reference to the AQF Volume of 
Learning indicators and to identify and explain any significant variations from time periods described in the 
AQF.  To do this, developers of Training and Assessment Strategies must be familiar with the learner cohort for 
each qualification and accredited course and ensure that students are provided with sufficient time to reflect 
on and absorb the knowledge, to practice the skills in different contexts and to learn to apply the skills and 
knowledge in various relevant environments before being assessed. 

Initial Development of Training and Assessment Strategies 

The Training Manager is responsible for the initial development and for the ongoing review of each Learning 
and Assessment strategy.  The Training Manager consults with appropriately qualified and skilled staff, 
relevant industry advisors and external experts in the development of each strategy.  Details of all consultation 
with external parties is provided within the Learning and Assessment Strategy.   

The Training Manager will delegate the development of components of the Learning and Assessment Strategy 
as appropriate.   

Signoff of Training and Assessment Strategies 

Prior to its release, each Learning and Assessment Strategy must be reviewed and signed off by the CEO, at 
least one of the industry advisors involved in its development, and the Chair of the industry advisory panel. 

 Components of a Learning and Assessment Strategy 

The learning and assessment strategy for each qualification contains: 

• the code and title of the qualification 



 

 

• the delivery period of the qualification and its duration 

• the maximum number of students to be enrolled in the qualification 

• details of the packaging of units of competency (according to the rules of the training package), specifying 
which are core units and which are elective units 

• information about this learning and assessment strategy development policy 

• details of the units of competency in which students will undertake training and assessment 

• attributes of the students who will be undertaking the qualification or accredited course 

• information about the entry requirements for the qualification or accredited course 

• information about the organisation of the qualification or accredited course 

• information about the delivery modes which are used (face-to-face, online, by workplace training, or a 
combination of these). 

• RANSFORD COLLEGE’s teaching and learning policy 

• RANSFORD COLLEGE’s assessment policy 

• details of the evidence gathering techniques (methods of assessment) to be used 

• a statement of the fact that assessment at RANSFORD COLLEGE takes place during scheduled class time, 
requiring students to attend all classes 

• details of the structure of the program (which units of competency are taught in which terms, and the duration 
of each) 

• the names of the trainer and assessor for each unit of competency (with the requirement for the trainer / 
assessor in each case to sign to affirm competence to train / assess in that unit) 

• information about the structure, format and contents of assessor guides for units of competency in the 
qualification 

• details of the general format, and structure of assessment tools used in the qualification 

• information about RANSFORD COLLEGE’s recognition of prior learning policy 

• information about RANSFORD COLLEGE’s policy for credit transfer 

• information about how assessment outcomes are to be recorded for each learner in each unit of competency 
within the qualification  

• information about RANSFORD COLLEGE’s assessment validation policy and procedures 

• details of the policy and procedures used by RANSFORD COLLEGE for engagement with industry  

• the infrastructure requirements of the course 

• information about RANSFORD COLLEGE’s approach to reasonable adjustment 

• information about pathways available for students upon successful completion of the course 

• information about the approach taken by RANSFORD COLLEGE to assessment according to the dimensions of 
competency 

• information about the employability skills for the qualification or accredited course and the approach taken by 
RANSFORD COLLEGE to the assessment of the employability skills 

• information about RANSFORD COLLEGE’s policy and procedures regarding the competency of training and 
assessment staff 

• details of RANSFORD COLLEGE’s approach to the professional development of trainers and assessors 

• information about the collaborative approach that RANSFORD COLLEGE takes in regard to the development  of 
learning material and assessment tools 



 

 

• information about the assessment resources, methods and timing 

• information about the learning resources which will be used to guide students 

• information about the physical resources used for the delivery and assessment of units of competency or 
modules in the qualification or accredited course. 

• information about the support services available to students 

• information about the welfare services available to students 

• information about RANSFORD COLLEGE’s approach to ensuring that students have Language, Literacy and 
Numeracy appropriate to the qualification, and assistance that may be provided to students who need it 

• information about RANSFORD COLLEGE’s approach to continuous improvement 

• provision for the Chair of the Industry consultation panel, one of the industry advisors involved in its 
development, and the CEO to endorse the learning and assessment strategy by signing and dating it 

Development of Training and Assessment Strategies 

The steps in the development of a Learning and Assessment strategy are: 

1. Establish the delivery and assessment context  

2. Establish the course duration, making reference to the AQF volume of learning indicators 

3. Identify participant and industry needs  

4. Determine the structure, mode and sequence of delivery and assessment  

5. Confirm staffing and infrastructure requirements  

6. Confirm the assessment and assessment validation process  

7. Document the delivery and assessment strategy  

8. Validate the delivery and assessment strategy  

Delivery period and duration of a qualification 

The CEO, in consultation with the Training Manager, is responsible for determining the delivery period and 
duration of a qualification. In making this determination, the CEO and Training Manager consider the learning 
and assessment requirements of each of the units of competency comprising the qualification.   

In determining the duration of each unit of competency and thus the delivery period and duration of the 
qualification, the CEO and Training Manager consider: 

• The AQF Volume of Learning indicators 

• advice from industry advisors and employers 

• the backgrounds and previous skills and knowledge of the PDBT learner cohort 

• advice from the ISC responsible for the Training Package 

• advice from trainers and assessors at RANSFORD COLLEGE 

• advice from trainers and assessors at other RTOs 

• indicative guidance provided in the Purchasing Guide for the relevant Training Package (the nominal hours) 

Literacy, language and numeracy 

When developing Training and Assessment Strategies, RANSFORD COLLEGE trainers/assessors consider the 
LLN skills of students which are required for them to participate in training and which are required in the 
workplace.  Prior to beginning classes in a qualification, students will have their LLN skills assessed to ensure 
that they are suitable.  LLN skills assistance will be offered to those students whose LLN skills are assessed as 
inadequate.  Please refer to “Language, Literacy and Numeracy”. 

Review of Training and Assessment Strategies 



 

 

Training and Assessment Strategies are reviewed annually by the Training Manager in consultation with 
appropriate staff and industry advisors.   Each of the components of the Learning and Assessment Strategy 
must be carefully considered in the annual review of the strategy.  At least one industry representative must 
be involved in the annual review of each Learning and Assessment Strategy.   

Learning and Assessment Strategy Review Report 

The annual review of each Learning and Assessment Strategy must be documented in a Learning and 
Assessment Strategy Review Report and provided to the CEO by the final day of the first term of each 
year.  The Learning and Assessment Strategy review report will contain recommendations for improvements to 
the Learning and Assessment strategy.   

The RANSFORD COLLEGE management Committee will consider each annual Learning and Assessment Strategy 
review report and the recommendations for improvement.   



 

 

41. Credit transfer 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 3.5 (a) (b) 
 

• National Code 2007  

- Part D Clause 12.1,  

- Part D Clause 12.2 

Related Policies 

• Recognition of Prior Learning 

• Universal Student Identifier 

Related Documents 

• Application for credit transfer 

• RANSFORD COLLEGE Credit transfer outcome appeal 

Policy 

RANSFORD COLLEGE accepts and provides credit to students for units of competency and/or modules (unless 
licensing or regulatory requirements prevent this) where these are evidenced by: 

• AQF certification documentation issued by any other RTO or AQF authorised issuing organisation, or 
• authenticated VET transcripts issued by the USI Registrar. 

Procedures 

Application for Credit Transfer  

Applicants for enrolment or enrolled students can apply for credit transfer using the “Application for Credit 
Transfer” form.  Applications for credit transfer are made and documents submitted at the reception 
desk.  Applicants will be provided with a copy of this credit transfer policy and a copy of a credit transfer 
application form.    

Applications for credit transfer will be accepted by applicants for enrolment or by students at any time.  
Applicants or enrolment or students must submit with their application authenticated detailed supporting 
documents including course transcripts, unit outlines, certificates, and letters of reference.  Applications must 
be submitted to the Student Services Manager. 

Authenticating documents 

The Student Services Manager is responsible for ensuring that documents provided for the purpose of applying 
for a credit transfer are authentic.    The Student Services Manager will do this by contacting the organisation 
which issued the document to confirm that it is authentic. 

Verifying the Unique Student identifier 

All applicants for credit transfer are required to provide the Student Services Manager with their Unique 
Student Identifier.  The Student Services Manager is responsible for verifying the Unique Student identifier.  To 
do this, the Student Services manager logs in to the USI website using RANSFORD COLLEGE’s AUSkey 
credentials.  The Student Services Manager provides the USI, name and date of birth provided by the student. 

Processing applications for credit transfer 



 

 

Processed applications will for credit transfer be available for collection by those who have applied for them 
ten (10) working days after submission of the application.  The Student Services Manager is responsible for 
ensuring that applicants for credit transfer receive feedback about the outcome of their application.  This will 
be provided at the time the applicant for credit transfer collects the completed and processed application. 

Students (and applicants for enrolment) are required to sign the completed and processed application for 
credit transfer form to formally indicate that they have been given advice regarding the outcome of their 
application for credit transfer.  Processing of applications for credit transfer takes place at no cost to a student 
or applicant for enrolment. 

Assessment of a request for credit transfer 

Each application for credit transfer is assessed by an appropriately skilled and qualified assessor under the 
supervision of the Training Manager.  If a student’s authenticated statement of attainment or qualification 
from another RTO indicates that the student has been previously assessed as competent in one or more units 
of competency of a qualification in which the student is enrolled, then the student will be granted credit 
transfer for those units of competency. 

Signing to acknowledge receiving advice 

Applicants for credit transfer must sign to acknowledge that they have received advice about the outcome of 
their application for credit transfer, and that they understand and accept the outcome of the application for 
credit transfer.  The applicant is required to sign only after the application has been processed and the 
applicant has received the notification. 

Changes to course duration upon granting of credit transfers 

If a credit transfer is granted to an overseas applicant for enrolment offshore (i.e. someone who has previously 
been awarded an AQF qualification or statement(s) of attainment) the course duration is indicated in the CoE 
issued for that student for that course.  Should credit transfer be granted to a student onshore, the change in 
course duration is reported via the PRISMS system.  An overseas student on a student visa who is granted 
credit transfers must continue to carry a full-time load of study (the required number of hours of class-time 
per week is not reduced). 

Appealing a credit transfer decision 

Unsuccessful applicants for credit transfer may apply to have their assessment reviewed.   All appeals against 
credit transfer assessments must be in writing and lodged at the reception counter within twenty working days 
of the credit transfer assessment outcome being made available to the applicant.  The CEO will determine the 
outcome of an appeal against a credit transfer application outcome.  If an appeal on a credit transfer outcome 
is allowed, the Student Services Manager will inform the applicant of the reasons and provide advice regarding 
any additional information which may be required.    

The CEO will appoint a suitably qualified assessor to reassess the application for credit transfer.  The original 
credit transfer application form, together with all supporting materials and documents, assessor notes, and 
records of interview will be maintained in the hard file of the student by the Student Administration 
Manager.  All documents relating to applications for credit transfer will be placed in the files of students who 
have applied. 

 



 

 

42. Recognition of Prior Learning (RPL) 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.8 (a) (b) 
- Clause 1.12 

• National Code Part D Standards 12.1, 12.2 

Related Policies 

• Credit Transfer 

• RPL Assessment Validation 

Related Documents 

• Application for RPL 

• RANSFORD COLLEGERPL outcome appeal 

Policy 

Prior study, together with work and life experiences, may have provided an applicant for enrolment or a 
student with competence in the outcomes prescribed in a Training Package.  Applicants for enrolment or 
enrolled RANSFORD COLLEGE students may apply for recognition of prior learning (RPL). 

 RANSFORD COLLEGE will ensure that all applicants for enrolment and all students have access to the 
recognition of prior learning (RPL) policy and procedures.   

Applications for RPL will be managed efficiently by appropriately qualified assessors, using a process which is 
valid, fair, sufficient and authentic. 

An applicant for RPL is responsible for the provision of suitable evidence, with guidance available from 
RANSFORD COLLEGE staff. 

Credit for units of competency will be provided if a candidate who applies for recognition of prior learning is 
able to demonstrate learning, skills and knowledge that meet the performance criteria of the units of 
competency for which the candidate is applying for recognition of prior learning. 

Procedures 

Provision of information to staff about the RPL process 

Staff are provided with information about the RPL process at induction.  Updates to RANSFORD COLLEGE’s 
procedures for RPL are communicated to all staff at staff meetings by the Training Manager and published in 
the weekly staff update bulletin. 

The Training Manager is responsible for ensuring that all staff involved in the assessment of RPL applications 
are familiar with the processes. 

How prior learning is recognised 

Every unit of competency contains a set of performance criteria and a set of required skills and knowledge that 
must be assessed before a participant can be deemed competent.   The process involves matching what 
participants already know and can do with the performance criteria of the unit of competency. 



 

 

This recognition process enables participants to focus on developing skills and knowledge in new areas, rather 
than re-learning what they already know and can do. 

Eligibility to apply for recognition of prior learning 

All applicants for admission to RANSFORD COLLEGE, and all RANSFORD COLLEGE students, can apply for 
recognition of prior learning if they think they can provide evidence to show that they are already competent 
according to the performance criteria and the required skills and knowledge of the units of competency for 
which they are seeking RPL. 

The RPL assessment tool 

RANSFORD COLLEGE’s RPL assessment tool comprises an application form to which the applicant is required to 
respond, a set of interview questions with an assessor, and interviews by the assessor with referees who can 
verify the provided evidence.  

The applicant is required to provide examples of evidence and details of referees with the submission of the 
application form. 

Examples of evidence that should be provided by the applicant 

There are many ways that a candidate can show evidence of competencies held.   Recognition of prior learning 
is granted based on current evidence.  RANSFORD COLLEGE considers that work that has been completed 
within the last two years will provide examples of current evidence. 

Following are some examples of the ways evidence can be provided. Candidates will need to include a variety 
of these with their RPL application. 

• Certified copies of certificates, qualifications and other documents from courses undertaken at other 
institutions 

• Statements outlining courses and or study undertaken and the learning outcomes/ competencies from these.  

• Details of positions held in the workforce  

• Curriculum vitae of work experience (this may include reports from work colleagues) 

• Certified copies of any statements, references or articles about a candidate’s employment or community 
involvement  

• Relevant samples of work 

• Licences 

• Photographs of work undertaken 

• Diaries 

• Task sheets / job sheets 

• Log books 

• Site training records 

• Pay slips 

• Membership of relevant professional associations 

• Industry awards 

• Performance appraisals 

• Industry involvement  

• Relevant work or other experiences  

• Evidence of home/self-directed study which may include a list of recent readings, synopsis of seminars 
attended, reports of own research/analysis undertaken  



 

 

It is important to note that the above is a partial list of examples of evidence which might be provided.  
Candidates for RPL assessment will be encouraged to discuss evidence requirements with the relevant 
RANSFORD COLLEGE staff.   Candidates should provide all the documentation they can which clearly shows 
evidence of the competencies they hold. 

Applying for Recognition for Prior Learning 

A candidate who considers that he or she has already acquired the knowledge and skills of a unit of 
competency or units of competency assessed by RANSFORD COLLEGE may formally apply to have them 
recognised.  

Applications for RPL will be accepted at any time.  Offshore and onshore applicants for enrolment and existing 
students must apply for Recognition of Prior Learning using the RANSFORD COLLEGE Application for 
Recognition of Prior Learning (RPL) form.   

The RPL application form provides applicants with advice on how to gather the necessary evidence and 
demonstrate competence.  It is designed to ensure that RPL applicants provide the necessary evidence 
properly and sufficiently.  

 Submitting an application for RPL 

Applications for RPL are submitted at the reception desk or by mail using the RANSFORD COLLEGE Application 
for RPL form.  It is important to note that any application for RPL must be accompanied by all relevant 
evidence (discussed above).    

All documents provided in support of an application for RPL must be originals or certified copies of originals. 

Fee for an application for RPL 

There will be a fee (please refer to the current fee schedule) for the processing of each RPL assessment.  The 
fee applies for each unit of competency for which an RPL assessment is being sought.   Payment of the fee 
must be made prior to, or with, the submission of the application for RPL. 

Timeframe for processing RPL applications 

 RPL applications will be assessed, and processed application forms available for collection ten (10) working 
days after submission of the application.  Offshore applicants for RPL will be advised of the outcome of their 
application by email or mail.  The Student Services Manager is responsible for ensuring that applicants for RPL 
are advised in a timely and effective manner of the outcome. 

Recording and explaining the outcome 

The outcome of the RPL assessment will be recorded on the RPL application form, a copy of which will be 
returned to the applicant.  The applicant will have the outcome explained by the assessor who processed it, 
and then be asked to sign the form to formally indicate that he or she has been given advice regarding the 
outcome of their application for RPL.   

Responsibility for the RPL process 

The Training Manager is responsible for the processes of recognition for prior learning and for the timely and 
effective assessment of all RPL applications.   The Training Manager will appoint an appropriately skilled and 
qualified assessor to assess each application for RPL. 

Steps in the RPL application process 

Applying for RPL and having the evidence assessed is a systematic process which involves a number of clearly 
defined steps.  The steps in the process are explained below. 

Step One – Initial request 

Candidates who wish to apply for recognition for prior learning should contact the RANSFORD COLLEGE 
Student Services Manager.  An appointment will be made so that applicants can be provided with an 
information package and given relevant advice.  Applicants will be provided with a hard copy of the unit 
guide(s) for the unit(s) of competency for which they are applying for RPL.  Applicants will be advised to visit 



 

 

the NTIS website (www.training.gov.au) to obtain information about the performance criteria and the required 
knowledge and skills of the unit or units of competency for which they wish to apply for RPL. 

Step Two - Self assessment  

Applicants will use the information they have been given to conduct a self-assessment against the 
performance criteria and the required skills and knowledge for the units of competency for which they are 
applying for recognition of prior learning.  

 Applicants will need to consider if and how they have the required knowledge and skills and if they can satisfy 
the performance criteria by submitting valid, sufficient, authentic and current evidence of competency (i.e. 
evidence which satisfies the rules of evidence).  

Step Three - Decide upon appropriate referees who can support your application.   

The candidate must provide contact details for at least three referees.  The referees should be able to support 
the claims that the applicant makes about skills and knowledge in the units of competency for which the 
applicant is claiming RPL.  They should be able to verify that the applicant has the skills and knowledge 
claimed.  The applicant is encouraged to contact the referees before listing them on this application form. 

Step Four - Complete application and return it to RANSFORD COLLEGE along with appropriate supporting 
documentation 

Applicants will need to gather all relevant supporting documentation and complete the RPL application form 
with honest, clear, complete and concise information.  

The completed application form, with certified copies of supporting documentation, must then be submitted 
at the RANSFORD COLLEGE reception desk.  It will be forwarded to the Training Manager who will appoint a 
suitably qualified and experienced assessor to assess the application. 

Requests for RPL should be supported with details of skill assessments conducted by Trades Recognition of 
Australia (www.tradesrecongnitionaustralia.gov.au). 

Step Five - Determination of completeness 

On receipt of the application, the assessor delegated by the Training Manager to process the RPL will 
determine the completeness and relevance of the documentation. The applicant will be advised of either: 

• acceptance of the application, or  

• deficiencies that must be rectified or addressed before the application can proceed.  

The assessor processing the application should meet with the applicant to explain any deficiencies and to 
provide guidance about additional documentation that is necessary. 

Step Six - Assessment 

 The assessor delegated by the Training Manager will compare the evidence provided by the applicant with the 
performance criteria and required skills and knowledge for the unit.   The assessor will make a judgement 
about whether the applicant wholly or partially meets the requirements.  

The assessment involves consideration of the following:  

Rules of Evidence 

The assessor will check that the evidence submitted satisfies the rules of evidence, as follows:  

• Validity  

Is the evidence relevant?   Have the four dimensions of competency been met? 

• Sufficiency  

Is there enough evidence?  Have the performance criteria and the evidence guide been addressed?  Has 
competency been demonstrated over a time?  Has competency been demonstrated in different contexts? 

• Authenticity 



 

 

Does the evidence provide a true reflection of the candidate? Can it be substantiated that the evidence is the 
candidate’s own work? 

• Currency 

Is the evidence recent?  Does it demonstrate that the candidate can apply the competency? Was it obtained 
recently? (Within the previous two years?) 

Contacting referees 

The processing assessor will contact the referees to confirm the skills and experience listed.  The interviews 
with the referees must be documented in records of interview.  

Step Seven - Interview 

The assessor will meet with the applicant at this stage to conduct an interview.  The interview will provide the 
candidate and the assessor with the opportunity to have a professional conversation about the candidate’s 
required knowledge and skills.   

 In the event of partial capability according to the performance criteria, the assessor will outline which 
performance criteria still need to be mapped, and what evidence is still required. 

Recognition of overseas qualifications is assessed using the guidelines of the National Office of Overseas Skills 
Recognition (AEI-NOOSR) in conjunction with contemporary knowledge of conditions at particular institutions 
in other countries. 

Step Eight - Notification and explanation 

RANSFORD COLLEGE will notify the applicant of the RPL decision and the reasons for the decision within ten 
working days of receiving the application.  The applicant will be invited for an interview with the assessor who 
processed the application and provided with a detailed explanation of the processes which led to the outcome 
and the reasons for the outcome.   

The applicant will be asked to sign the completed RPL processing form to indicate that an explanation has been 
provided. 

The RPL Application Form 

The RPL application form provides the applicant with information about the process, and sources of 
information. 

Introduction 

The first part of the application form, headed “Introduction”, describes the process to the applicant.  It 
contains the following headings: 

1. Information and Instructions 

The applicant is provided with information about the RPL process.  This includes the timeframe for processing 
and the fee.  Applicants are directed to the RANSFORD COLLEGE student handbook and website for 
information about units of competency offered by RANSFORD COLLEGE.  They are directed to the NTIS website 
for information about the performance criteria and required skills and knowledge for each unit of competency.  
Applicants are informed that they make an appointment with the Student Services Manager to ask questions 
about the RPL process. 

2.  Steps in applying for RPL 

This section describes the eight steps in the process of applying for an RPL are described. 

3. Evidence you will need to supply 

The applicant is provided with examples of evidence that may be supplied are listed. 

Information requested from the applicant  

There are eight sections to the RPL application form which require responses by the applicant, as follows:  

Section One (Basis of application) 



 

 

The applicant is to identify the basis upon which recognition of prior learning is claimed (e.g. previous study, 
work experience, life experience. 

 Section Two (AQF Qualification) 

The applicant is required to identify the AQF qualification offered by RANSFORD COLLEGE for which 
recognition or prior learning is sought. 

Section Three (Units of competency) 

The applicant is required to complete a table identifying the units at RANSFORD COLLEGE for which he/she is 
applying for recognition of prior learning and whether, for each, it is on the basis of previous study, work 
experience or life experience. 

Section Four (Skills and experience) 

The applicant is asked to indicate skills and/or experience which he/she believes are relevant to the units of 
competency for which you wish to apply for recognition of prior learning. 

Section Five (Training) 

The applicant is required to list any formal or informal study or training relevant to the application undertaken 
since having left school. 

Section Six (Documentation) 

In this section of the RPL application form, the applicant is required to list all of the documents he/she is 
supplying in support of the application.     

The applicant is required to cross reference the documents listed with the units for which he/she is applying 
for RPL (in Section Seven).  That is, for every unit for which the applicant is applying for RPL, he/she is required 
to identify one or more of the documents listed in this section.  

The applicant is requested to supply all of the listed documents in a folder and submit it with the application 
form.  All of the documents must be either originals or certified copies of originals. 

Section Seven (Details of relevant study, training, or work or life experience) 

For each unit of competency for which the applicant is applying for RPL, he/she is to provide details of relevant 
prior study, training, or work or life experience.   

Section Eight (Referees) 

The applicant is required to provide details of at least three people who can support the application, 
identifying the reason for supplying each person as a referee. 

Section Nine (Signature upon completion) 

The applicant is required to sign and date the application upon submission. 

Notifying the applicant of the outcome 

The final two sections of the RPL application form notify the applicant of the outcome and seek the applicant’s 
acknowledgement of the outcome. 

Section Ten (RPLs provided – to be completed by RANSFORD COLLEGE) 

This section lists the units of competency for which RPL has been provided.  It is signed and dated by the 
Training Manager. 

Section Eleven (Acknowledgement) 

The applicant is asked to sign and date the document to acknowledge that the receipt of advice about the 
outcome of the application and that the applicant understands and accepts the outcome of the application.  
The applicant is required to sign this section only after the application has been processed and the applicant 
has received the notification. 



 

 

The applicant is advised of the opportunity to appeal against the recognition of prior learning decision.  If an 
applicant wishes to appeal, he/she must do so in writing, within twenty working days of the date entered on 
the form.  The date will allow time for the applicant to receive the application. 

The applicant is notified that information about the complaints and appeals process is available in the student 
handbook.  The applicant, if not a student, is advised that he/she may request a copy of the student handbook 
and that it will be provided free of charge. 

Changes to course duration upon granting of RPLs 

If  a credit transfer or credit transfers are granted as an outcome of an application for recognition of prior 
learning to an offshore applicant for enrolment, and that applicant has, or intends applying for, a student visa, 
the course duration (which will be reduced from the usual course duration) is indicated in the COE 
subsequently issued for that student.   

Should a credit transfer or credit transfers be granted as an outcome of an application for recognition of prior 
an RPL to a student onshore, and that student has a student visa, the change in course duration is reported via 
the PRISMS system.   

An RPL does not under any circumstances lead to an overseas student on a student visa carrying any less than 
a full-time load of study.  For an existing onshore student, a note is made in the student database of the 
change in course duration for the student. 

Appealing an RPL decision 

Applicants for RPL who are unsuccessful may apply to have their RPL assessment reviewed.   All appeals 
regarding RPL assessments must be in writing and lodged at the reception counter within twenty (20) working 
days of the RPL assessment outcome being made available to the applicant.  The CEO, in consultation with 
appropriately qualified staff, will determine the outcome of an appeal against an RPL application outcome.   

If an appeal against an RPL outcome is allowed, the Training Manager will inform the applicant of the reasons 
and provide advice regarding any additional information which may be required for re-processing of the 
application and what additional tasks, if any, need to be undertaken.    The CEO will appoint a suitably qualified 
assessor to reassess the application for RPL.   

In the case of an appeal, the assessor who is appointed will review all of the material available and make a 
decision with one of two possible outcomes: 

• grant recognition for prior learning 

• deny recognition for prior learning 

Timeframe for processing RPL applications 

Processed applications will be available for collection ten (10) working days after submission of the 
application.  Offshore applicants for RPL will be advised of the outcome of their application by email. 

Appealing a disputed decision 

Applicants for RPL who wish to appeal the disputed decision can invoke the RANSFORD COLLEGE complaints 
and appeals procedure.  Because they will be appealing a decision regarding an appeal, they will need to 
acquire new or additional evidence.  An approach student may take is to contact the Industry Skills Council for 
an independent opinion. 

The original RPL application form, together with all supporting materials and documents, assessor notes, and 
records of interview will be maintained in the hard file of the student by the Student Services Manager.  All 
documents relating to applications for RPL will be placed in the files of students who have applied. 

Documents to be filed following an RPL application 

The Student Services Manager is responsible for ensuring that the following documents are filed in the 
applicant’s file: 

• Application for RPL 



 

 

• All of the documents supplied in support of the application 

• RPL Application Appeal (if relevant) 

If the RPL applicant is a student, these documents will be retained for a period of one year following the 
student’s cessation of study at RANSFORD COLLEGE.   

If the RPL applicant is not an enrolled student, the documents will be retained for a period of: 

• one year following the date of the application, or, if the applicant appealed the outcome of the RPL 
assessment,  

• one year following the date the appeal outcome was provided to the applicant 



 

 

43. RPL Assessment Validation 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.8 (a) (b) 
- Clause 1.9 (a) (b) (c) (d) 
- Clause 1.10 
- Clause 1.11 
- Clause 1.12 

• National Code Part D Standards 12.1, 12.2 

Related Policies 

• Continuous Improvement 

• Recognition of Prior Learning (RPL) 

Related Documents 

• RPL assessment validation report  

Policy 

RANSFORD COLLEGE’s RPL assessment process, including the design and function of the RPL assessment tool, 
will be subject to a regular validation process to ensure that it is consistent with the principles of assessment 
and the rules of evidence. 

Procedures 

The RPL assessment validation process 

The RPL assessment validation process involves consideration by an RPL assessment validation panel of various 
inputs to confirm the veracity of the process and to recommend improvements. 

The objective of the RPL assessment validation process 

The objective of the RPL assessment validation process is to ensure that the principles of assessment are met, 
and the rules of evidence are satisfied in the processing of applications for Recognition of prior learning.   

The RPL Assessment Validation Panel 

A team of three assessors, comprising the Training Manager and two others appointed by the Training 
Manager, will form an RPL assessment validation panel.  The Training Manager will appoint the panel Chair.   

Meetings of the RPL Assessment Validation Panel 

The RPL Assessment Validation Panel will have its first meeting by the end of the second week of the term in 
which the RPL assessment validation takes place (this is referred to as the RPL assessment validation period).  
More than one meeting may be required of the RPL assessment validation panel. 

Responsibilities of the Chair of the RPL Assessment Validation Panel 

The Chair of the RPL Assessment Validation Panel is responsible for gathering the documents to be considered 
by the panel, organising interviews with assessors and applicants (successful and unsuccessful) and organising 
one or more meetings of the RPL Assessment Validation Panel. 

Responsibilities of the RPL Assessment Validation Panel 

The responsibilities of the RPL assessment validation panel are summarised as follows: 



 

 

1. Meet at least once during each RPL assessment validation period 

 The Panel will meet at least once during each RPL assessment validation period.  The panel will consider the 
inputs gathered by the panel Chair.  Each meeting will document with a set of minutes produced by the panel 
Chair. 

2. Consider a sample of the RPL applications submitted since the previous RPL assessment validation activity 

The sample should comprise 10% of the RPL applications, or 10 applications, whichever number is greater.  The 
Panel will examine the content of each application and the documents provided in support of the application. 

3. Examine the RPL tool  

The Panel is charged with the responsibility of scrutinising the RPL tool (the RPL application form) ensuring the 
principles of assessment have been satisfied and the rules of evidence have been met. 

4. Consider the RPL assessment interview questions and responses 

The Panel must ensure that the interview process has satisfied the principles of assessment that the rules of 
evidence have been met. 

5. Interview RPL assessors 

Interviews will be conducted with the assessors of each of the applications considered. 

The objective is to ensure the principles of assessment have been satisfied and the rules of evidence have been 
met.  Assessors will be requested to answer a series of questions posed by the Panel 

6. Interview RPL applicants 

Interviews will be conducted with the RPL applicants, both successful and unsuccessful.  Again, the objective is 
to ensure the principles of assessment have been satisfied and the rules of evidence have been met.   

Should an applicant be unavailable for interview in person (the applicant may be a former student who has 
completed his/her studies, or the applicant may not be a student), the panel Chair will make contact with the 
applicant and conduct an interview by telephone or email. 

7. Interview student services staff 

Interviews with Learner Services staff will be designed to gain feedback on efficiency and effectiveness of 
responses to applicants, and of the keeping of the RPL application process. 

8. Consider the reporting of RPL application outcomes 

Reporting to applicants of the outcome of their RPL application should be timely, accurate and efficient.  
Interviews with student services staff will assist in determining this 

9. Consider the effectiveness of record keeping 

The Panel will consider whether documents pertinent to the RPL assessment process are produced, 
completed, maintained and filed appropriately. 

10. Consider feedback from RPL applicants 

The Panel must determine if applicants are satisfied with the fairness and equity of the process and make 
recommendations for improvement to the process if they are not. 

The focus of the RPL Assessment Validation Panel 

The RPL Assessment Validation Panel will focus its deliberations on the determining whether or not the RPL 
assessment process satisfies the principles of evidence and is consistent with the rules of evidence, as follows: 

Principles of assessment 

The RPL assessment validation panel is required to determine whether the RPL assessment process satisfies 
the principles of evidence.  Recommendations for improvement are to be made as necessary by use of the RPL 
assessment validation report. 

The panel will consider the following in relation to the RPL tool and the interview process which supports it. 



 

 

Validity 

• Does the RPL assessment tool assess what it is designed to asses? 

• Do candidates have the skills to undertake the self-assessment of the adequacy of the documents they supply? 

• Is the tool easy to understand and easy to use? 

Reliability 

• Do all RPL assessors understand how the tool is designed to be used? 

• Do they all use the tool consistently? 

• Is there any observable variation in the amount and/or quality of evidence collected? 

• Do some assessors allow more RPL credits than others? 

• Are there processes in place (or can processes be put in place) to reduce inconsistency between the judgments 
of assessors? 

Fairness 

• Is the information about the RPL process easily accessed by applicants or potential applicants? 

• Do all applicants receive feedback about their RPL assessments? 

• Do assessors make unfounded assumptions about applicants and the value of their experience? 

• Are applicants provided with the support they need? 

• Is the extent of assessment correct? 

Flexibility 

• Are the needs of applicants properly identified prior to assessment? 

• Are the needs of applicants taken into account when planning the assessment? 

• Can the context and timing of the assessment tool be adjusted to meet the needs of applicants? 

Rules of evidence 

The RPL assessment tool validation panel is additionally required to determine whether the RPL assessment 
process meets the rules of evidence.  Recommendations for improvement are to be made as necessary by use 
of the RPL assessment validation report. 

Validity  

• Is there a clear relationship between the unit of competency and the evidence? 

• Does the RPL assessment tool properly consider evidence of task skills, task management skills contingency 
management skills and job / role environment skills? (the dimensions of competency?) 

Authenticity 

• Does the assessment tool substantiate that the evidence is the applicants own work? 

Sufficiency 

• Does the tool allow for the performance criteria and evidence guide to be addressed? 

• Is competency over a period of time demonstrated? 

• Is competency in different contexts demonstrated? 

Currency 

• Does the evidence demonstrate the applicant can apply the competency? 

The RPL validation report 

The RPL assessment validation report must be submitted to the CEO by the end of the fourth week of the term 
in which the RPL assessment validation takes place (the RPL assessment validation period).   



 

 

The CEO will issue instructions for improvements to the RPL assessment tool as recommended by the RPL 
assessment validation panel by use of the RPL assessment validation report. 



 

 

44. Industry Engagement 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for Registered Training Organisations 2015 

- Clause 1.5 

- Clause 1.6 (a) (b) 

Related Policies 

• Industry Advisory Panel 

• Industry Assessment Validation 

• Panelling, Piloting and Trialling Assessment Tools 

• Training and Assessment Strategies 

• Sourcing Learning Resources 

• Developing Supplementary Learning Resources 

• Developing Assessment Tools 

• Assessor Guides and Learner Guides 

• Competency of Training and Assessment Staff 

• Professional Development 

Related Documents 

• Record of interview with industry advisors  

• Record of interview with industry body representative  

• Record of interview with industry licensing body representative  

• Minutes of meetings of the industry advisory panel 

• Industry consultation register 

Policy 

RANSFORD COLLEGE’s policy is to actively seek industry involvement in the development and ongoing review 
of Training and Assessment Strategies, learning resources and assessment tools.   

Industry advisors, employers and potential employers of RANSFORD COLLEGE graduates, and representatives 
of industry bodies are consulted in the development of Training and Assessment Strategies, sourcing and 
development of learning materials, and development of assessment tools. 

Industry consultation also takes place in the setting up and refinement of student service policies and 
procedures.  Understanding that practitioners have extensive experience and skills from which to draw, 
RANSFORD COLLEGE will actively seek advice from industry regarding student service provision and will act on 
that advice. 

Consultation will take place with members of RANSFORD COLLEGE’s Industry advisory panel and with other 
industry advisors as appropriate. 

Procedures 

Developing learning resources and assessment tools in consultation with industry advisors 



 

 

RANSFORD COLLEGE’s Training and Assessment strategies have been developed in consultation with industry 
advisors.   

The learning resources were selected in consultation with industry advisors and assessment tools were 
developed in consultation with industry advisors.  Comments made by each industry advisors who was 
consulted are included in the Assessor Guide for each unit of competency. 

Training and Assessment strategies are checked and signed by the Chair of the Industry Advisors Panel. 

Topics of discussion during meetings with industry advisors 

The following topics are amongst those to be discussed during meetings with industry advisory panel members 
and with other industry advisors. 

• training and assessment strategies 

• the organisation of the program 

• the effectiveness and quality of the delivery and assessment material 

• the validity of the evidence gathering techniques 

• the processes for recording assessment outcomes 

• the assessment moderation and validation procedures 

• infrastructure requirements 

• ensuring the proper utilisation of equipment and processes in the simulated workplace environment 

• effectiveness of the programs in meeting the requirements of students with special needs 

• assistance which can be provided by in gaining workplace experience for students 

• the usefulness and thoroughness of the resources provided for each unit of competency 

• whether or not employability skills are being properly assessed 

• the qualification delivery preferences of industry 

• effectiveness of assistance provided in language use, literacy and numeracy, in terms of the requirements of 
the workplace 

• the complaints and appeals processes 

• the effectiveness of learner support and welfare services 

• the Recognition of Prior Learning (RPL) processes 

• characteristics of the industry which should impact upon the approaches taken by RANSFORD COLLEGE 

• any special industry projects that students could be involved in 

• any conditions imposed on students or on workplaces through licensing/regulatory requirements and 
industrial agreements 

The Training Manager is responsible for ensuring that each meeting with an industry advisory panel member is 
documented in a record of interview.  The CEO will act on comments recorded in the industry interview 
records, and as necessary issue instructions for improvements to policies and procedures and to strategies for 
the delivery and assessment of qualifications or accredited courses. 

The Industry Consultation Register  

The RANSFORD COLLEGE management Committee will review the industry consultation register regularly to 
ensure that: 

• adequate consultation with industry experts is taking place;  and 

• response to consultation is effective; and  

• response to consultation leads to ongoing improvements in the training and assessment activities and the 
provision of service to students  



 

 

The Industry Consultation Register will record information about meetings with individual members of the 
Industry advisory panel and with other industry advisors, including representatives of industry bodies, licensing 
bodies and regulatory authorities. 

Interviews with Industry bodies, licensing bodies and regulatory authorities  

The development and review of Training and Assessment Strategies and of policies and procedures at 
RANSFORD COLLEGE is additionally informed by interviews with industry bodies and licensing bodies.  The CEO 
(and/or the Training Manager and other delegated training and assessment staff) will conduct interviews with 
representatives of industry bodies and licensing bodies according to the schedule developed by the RANSFORD 
COLLEGE management Committee in the continuous improvement schedule ..  

Examples of relevant industry bodies 

 Some of the industry bodies relevant to the RANSFORD COLLEGE program and which may be contacted for 
interview as part of an annual continuous improvement schedule are: 

• the Australian Chamber of Commerce and Industry (www.acci.asn.au) 

• the Australian Industry Group (www.aigroup.asn.au) 

• Business Council of Australia (www.bca.com.au) 

• Australian Institute of Management (www.aim.com.au) 

Examples of relevant licensing and regulatory authorities 

Licensing bodies and regulatory authorities which might usefully provide input to RANSFORD COLLEGE’s 
programs are: 

• the Australian Securities and Investment Commission (ASIC) (www.asic.gov.au) 

• Australian Bureau of Statistics (www.abs.gov.au) 

• Australian Competition and Consumer Commission(www.accc.gov.au) 

• Australian Industrial Relations Commission (www.airc.gov.au) 

• Australian Taxation Office (www.ato.gov.au) 

• Competitions and Markets Advisory Committee (www.camac.gov.au) 

• Department of Employment and Workplace Relations (www.dewrsb.gov.au) 

• National Occupational Health and Safety Commission (www.nWHSc.gov.au) 

Examples of relevant non-government regulatory bodies 

Some non-government regulatory bodies which might be invited by RANSFORD COLLEGE to contribute are: 

• the Australian Stock Exchange (www.asx.com.au) 

• the Australian Institute of Company Directors (www.companydirectors.com.au) 

• the Australian Shareholders Association (www.asa.asn.au) 

Records of interview 

Summaries of interviews with representatives of industry bodies, licensing bodies and regulatory authorities 
will be recorded in records of interview. Upon review by the RANSFORD COLLEGE management committee of 
the records of interview, the CEO will issue instructions for changes to policies and procedures and/or and 
Training and Assessment Strategies as necessary. 

 



 

 

45. Student Support and Welfare Services 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.2 
- Clause 1.3 
- Clause 1.7 
- Clause 2.1 

 

• National Code 2007 
- Part D Clause 6.1,  
- Part D Clause 6.2,  
- Part D Clause 6.3,  
- Part D Clause 6.5,  
- Part D Clause 6.6. 

Related Policies 

• Training and Assessment Strategies 

• Learner support needs 

• Attendance 

• Monitoring Course Progress 

• Work Health and Safety 

• Reviewing and Improving Learner Support and Welfare Services 

Related Documents 

• Orientation presentation 

• Record of student interview 

• Weekly staff information email 

• Student satisfaction survey (student services) 

• Student satisfaction summary report (student services) 

• Beginning student satisfaction survey 

• Policy and procedures improvement register 

• CEO’s email to students  

• Weekly student services activity report 

• Student enquiry register 

• Student services management report 

• Letter informing student of a commercial interest of RANSFORD COLLEGE in services provided 

• Peer mentor expression of interest form 

Policy 

RANSFORD COLLEGE strives to meet the particular needs of each student and to provide support and welfare 
services to students which are useful, efficient, timely, and effective.   

RANSFORD COLLEGE provides students with timely and complete information about the services available to 
them.   



 

 

 RANSFORD COLLEGE ensures that policies and procedures are in place to ensure the care, safety and welfare 
of students which are consistent with relevant legislation.  

We also ensure that opportunities to access RANSFORD COLLEGE’s courses are provided to students with 
special needs. 

RANSFORD COLLEGE provides advice, support and welfare services to students to assist them with issues that 
may arise during their study.  These support and welfare services are not limited to academic issues and 
encompass a range of issues related to student welfare and to adjustment to life in Australia.   

RANSFORD COLLEGE’s advice and support services are provided at no additional cost to the student.   

As necessary, RANSFORD COLLEGE will organise referrals to professional counselling services for students who 
face difficulties in their personal lives.   RANSFORD COLLEGE can organise referrals for issues related to illness, 
bereavement, relationship problems, financial problems, or problems adjusting to a new lifestyle.   

Referrals to external support services are made at no extra cost to the student.  

Students are fully informed of the welfare services available to them at orientation and in the student 
handbook. 

Students are informed if RANSFORD COLLEGE has a commercial interest in any service that is provided to 
them. 

Procedures 

Providing information about student services 

The RANSFORD COLLEGE management Committee (comprising the CEO, the Student Services Manager and the 
Training Manager), has collective responsibility for ensuring that information about learner support and 
welfare services is provided to students and to staff in a timely and accurate way. 

Providing information to staff 

Information about student services is provided to new staff during their induction program.  Information is 
distributed in an ongoing way to existing staff by use of the fortnightly general staff meeting.  Information is 
provided in the agenda for the staff meeting, during the meeting and by the minutes of the meeting each 
fortnight.   

Information about learner support and welfare services is also disseminated to staff by use of the weekly staff 
information email. 

Providing information to students 

Information about learner support and welfare services is provided to students in the following ways: 

• at orientation in the orientation presentation 

• by use of the student handbook 

• via the student portal 

• by use of the weekly CEO’s email to students 

• by trainer/assessors in the classroom environment 

• by notices on the student noticeboard 

• by request at the reception desk  

Support and welfare services available to students 

The following support and welfare services are available to RANSFORD COLLEGE students, all of which are 
provided to students free of any additional charges or fees: 

• Issuing of documents (e.g. statements of attainment, letters of release etc.) 

• General welfare (e.g. assistance with personal, cultural and social needs, living skills, study skills) 

• Emergency assistance, support and referrals for students in crisis situations 



 

 

• Assistance in understanding RANSFORD COLLEGE’s policies and procedures (especially the complaints and 
appeals, monitoring course progress, and attendance procedures) 

• Basic financial literacy information and money management advice 

• Advice about part-time employment whilst studying 

• Referral to professional counsellors (e.g. psychologists, medical practitioners, social workers, careers guidance 
counsellors, lawyers, migration agents) 

RANSFORD COLLEGE does not charge a fee for referral to professional counsellors 

• Advice about accommodation and accommodation services 

• Assistance with OSHC (Overseas Students Health Cover) issues 

• Programs for settling into Australia 

• Student orientation 

• Academic assistance 

• Career advice 

• I.T. support 

• Peer mentoring 

• Industry mentoring 

• CV development 

• Learning and study assistance 

• Language, literacy and numeracy support 

• Social inclusion activities (including helping to organise special activities such as sporting teams, cultural events 
and sightseeing events 

Issuing Documents 

Standard documents will be issued within ten working days of submission at the reception desk by a student of 
an application for the document.   

Standard documents are defined as: 

• statements of attainment 

• revised CoEs 

• outcomes of applications for credit transfers 

• outcomes of applications for deferment, suspension or cancellation 

• outcomes of applications for letters of release 

• outcomes of applications for RPL 

Please refer to the Records Management for further details. 

Proof of identity 

Students must provide their USI and proof of identify before they will be issued with a document or allowed to 
view a document.  For current students, the only acceptable proof of identity is a current student identification 
card.  For enrolment applicants and former students, acceptable proof of identity is the learner’s passport or 
driver’s license. 

Staff involved in the provision of learner support and welfare services 

All staff are made aware of their obligations to provide learning and welfare support to students. 

The following staff are directly involved in the provision of learner support and welfare services: 

• CEO 



 

 

• Student Services Manager 

• Training Manager 

• Student Welfare Officer 

• LLN Skills Officer 

Responsibilities for providing learner support and welfare services 

The division of responsibilities for the provision of learner support and welfare services is delineated in the 
paragraphs which follow. 

Official point of contact for students 

The Student Services Manager is the designated member of staff to be the official point of contact for students 
who require or request support.  The Student Services Manager maintains current details of the support and 
welfare services available to RANSFORD COLLEGE students. 

Shared responsibility of all staff for learner support and welfare 

All staff members are bound by their duty of care to assist students who are in need of help.  They are advised 
to do this by referring students initially to the Student Services Manager.  All staff are advised during their 
induction session of their responsibilities for learner support and welfare. 

Determining the most appropriate staff member to provide support 

The Student Services Manager will determine who of RANSFORD COLLEGE’s staff is the most appropriate to 
provide the student with the advice and support required.  The Student Services Manager will make an 
appointment for the student to meet with that person. 

Direct responsibility for learner support and welfare 

All staff are made aware during their induction session of their responsibilities for learner support and welfare. 

The following staff share direct responsibility for the provision of learner support and welfare services: 

• CEO 

• Student Services Manager 

• Training Manager 

• Student Welfare Officer  

• LLN Skills Officer  

Specific responsibilities 

The following table summarises the responsibilities for the provision of advice, support and welfare services to 
students: 

 This table is provided in the student handbook. 

 

CEO 
Student 
Services 
Manager 

Training 
Manager 

Student 
Welfare 
Officer 

LLN Skills 
Officer 

Issuing documents  ü    

Issues with student identification cards  ü    

Information and advice about RANSFORD 
COLLEGE’s policies and procedures 

ü ü ü ü  

Emergency assistance and referrals to 
students in crisis situations 

ü ü  ü  



 

 

Making available a checklist of professional 
counsellors 

ü ü  ü  

Assistance in making appointments with 
relevant professionals 

ü ü  ü  

Information, support and advice on financial 
issues, financial literacy and money 
management 

 ü  ü  

Personal, educational, and practical welfare 
needs 

ü ü ü ü  

Advice on cultural and social issues, and 
living skills 

ü ü  ü  

Advice on part-time employment whilst 
studying 

ü ü  ü  

OSHC issues  ü  ü  

Accommodation issues   ü  ü  

Help with settling in to Australia ü ü  ü  

The RANSFORD COLLEGE orientation 
program 

ü ü ü ü ü 

Student orientation packs  ü ü ü ü 

Cultural and social events  ü  ü  

Recreation activities  ü  ü  

LLN skills assistance  ü ü ü ü 

Learning and study skills   ü ü ü ü 

Career advice  ü ü ü  

I.T. support  ü ü ü  
Questions about visa conditions ü ü ü   
Peer mentoring  ü  ü  
Industry mentoring  ü ü ü  
CV development  ü ü ü  
Support for students with special needs  ü ü ü ü 

Confidentiality 

Advice and support is provided to students in one-on-one confidential sessions in which all records are by the 
staff member kept during and after the session in a safe and secure manner.  It is the responsibility of the staff 
member meeting with the student to ensure that all records are filed correctly after the meeting with the 
student.  

Informing students of any commercial interest RANSFORD COLLEGE has in services which are provided to 
them 

Students who are referred to a service of any kind in which RANSFORD COLLEGE has a commercial interest will 
be informed verbally, by the referring officer (the CEO, Student Services Manager, Training Manager, Student 
Welfare Officer, or LLN Skills Officer), and in writing (by a letter signed by the CEO) of the nature of the 
commercial interest. 



 

 

Access to student welfare and support services 

All students are able to see the Student Services Manager and the Training Manager during certain times each 
day.  The objective is to make accessible as possible the staff with whom students are likely to need to consult. 

Availability of the Student Services Manager 

Students who require support or welfare assistance meet initially with the Student Services Manager, who will 
schedule further meetings as necessary. 

Dealing with student issues 

The Student Services Manager will have an initial discussion with the learner about the issues raised by the 
learner.  It may be that the issues are amongst those for which the Student Services Manager has responsibility 
for providing advice and support.  If this is the case, then the Student Services Manager will endeavour, during 
the meeting, to make appropriate arrangements to deal with the issues.   

If there is a need for the Student Services Manager to consult with other staff or external personnel about the 
issue(s), a further appointment will be made for the student and the Student Services Manager and other staff 
or external personnel, as appropriate.    The subsequent meeting will take place within two working days of 
the initial meeting between the student and the Student Services Manager. 
Referring the student appropriately 

If the issue is not amongst those for which the Student Services Manager has responsibility for providing 
advice and support, the Student Services Manager will make an appointment for the student to have a later 
meeting with the CEO, Training Manager, Student Welfare Officer and/or LLN Skills Officer as appropriate.   

The meeting with the appropriate RANSFORD COLLEGE officer will take place within two working days of the 
initial meeting between the student and the Student Services Manager.    

If, during the initial meeting, the Student Services Manager feels that the student requires external 
professional help, the Student Services Manager will assist the student in making an appointment. 

Availability of the Training Manager 

The Training Manager will be available for meetings with students who wish to discuss academic issues, 
between 11:00am and 1:00pm and 4:00pm and 6:00pm Monday to Friday.  If a student wishes to discuss non-
academic issues, the Training Manager will direct the student to the Student Services Manager.   

The Training Manager will endeavour to resolve the student’s academic issue during the initial meeting.  If 
there is a need for the Training Manager to consult with training and assessment staff or other staff about the 
issue, a further appointment will be made for the student and the Training Manager and other training and 
assessment staff, as appropriate.     

The subsequent meeting will take place within two working days of the initial meeting between the student 
and the Training Manager. 

Availability of Trainers / Assessors 

Trainer/assessors will be available for meetings with students outside of timetabled classes by arrangement 
between the student and the trainer/assessor.  Trainer/assessors are required to make themselves available 
for a reasonable period each week to address academic queries.  The Training Manager is responsible for 
ensuring that trainer/assessors make themselves available to students. 

Peer mentoring 

The Student Welfare Officer is responsible for the RANSFORD COLLEGE peer mentoring scheme.  Students who 
are nearing the completion of their program offer their services as volunteer mentors for beginning students.  
Finishing students are encouraged to participate in the scheme, understanding that they are providing a 
benefit that otherwise beginning students may not receive.  

RANSFORD COLLEGE’s objective is to have a peer mentor assigned to every beginning student.  It may be 
necessary for a particular peer mentor to be mentoring more than one beginning student. 



 

 

Potential peer mentors must express their interest to the Student Services Manager by use of the “Peer 
Mentor Expression of Interest” form.  The Student Services Manager will interview each volunteer to ensure 
suitability for participation in the scheme and to explain how to most effectively mentor a beginning a student. 

Peer mentors are expected to spend approximately four hours in total during the first two weeks of their 
enrolment with the beginning student to which they have been assigned.  Peer mentors will, informally, 
introduce to RANSFORD COLLEGE the student they are mentoring to, explaining the policies and procedures of 
RANSFORD COLLEGE as they impact upon the beginning student. 

Social and recreational programs 

The Student Welfare Manager is responsible for organising social and recreational programs for RANSFORD 
COLLEGE students.   



 

 

46. Reviewing and Improving Learner support and Welfare Services 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.2 
- Clause 1.3 
- Clause 1.7 
- Clause 2.2 

• National Code 2007 Part D Standards 6 

Related Policies 

• Continuous Improvement 

• Student Satisfaction Surveys 

• Education Agents 

• Staff Surveys 

• Student Interviews 

• Staff Interviews 

• Competency of Training and Assessment Staff 

• Industry Engagement 

• Stakeholder Interviews 

• Learner Support and Welfare Services 

Related Documents 

• Orientation presentation 

• Record of student interview 

• Student satisfaction survey (student services) 

• Student satisfaction summary report (student services) 

• Beginning student satisfaction survey 

• Policy and procedures improvement register 

• Application for issue of document 

• Weekly student services activity report 

• Learner support and welfare register 

Student services management report 

Policy 

RANSFORD COLLEGE continuously improves student services by gaining feedback	about the services it 
provides and acting on that feedback.  RANSFORD COLLEGE staff and students are actively encouraged to offer 



 

 

suggestions for improvements to RANSFORD COLLEGE policies and procedures.   Feedback about the 
effectiveness of student services is responded to efficiently and appropriately.  

Review of learner support and welfare services is an agenda item for each meeting of the RANSFORD COLLEGE 
management committee.			

Procedures 

Feedback on the effectiveness of student services 

Feedback on the effectiveness of student services is obtained from various sources, including: 

• student satisfaction surveys (refer to the policy for student satisfaction surveys) 

• beginning student’s satisfaction surveys (refer to the policy for education agents) 

• agent surveys (refer to the policy for education agents) 

• staff surveys (refer to the policy for staff surveys) 

• interviews with students (refer to the policy for student interviews) 

• interviews with staff (refer to the policy for staff interviews) 

• informal feedback from staff 

• staff performance review sessions (refer to the policy for competency of training and assessment staff) 

• interviews with agents (refer to the policy for education agents) 

• interviews with industry advisors (refer to the policy for industry engagement) 

• interviews with graduates and employers of graduates (refer to the policy for stakeholder interviews). 

Responding to feedback 

All feedback acquired about the effectiveness of student services will be responded to quickly and 
appropriately.  All contributors of feedback are emailed to thank them for their time and effort after having 
responded to a survey or being involved in an interview (refer to the policy for providing feedback to 
contributors to continuous improvement).  

Informing contributors of feedback of actions to be taken 

Respondents to surveys or participants in interviews are informed of the action which is being taken as a result 
of information collected from the survey or interview.  Respondents to the staff survey and the student 
satisfaction surveys are provided with feedback forms which inform them of improvements to policies and 
procedures which have been made as a result of information gathered from the survey.  Please refer to the 
policies on the staff survey and student satisfaction surveys. 

Responsibility for collating and analysing student satisfaction surveys 

The Student Services Manager is responsible for ensuring that the responses to the student satisfaction 
surveys each term are collated and analysed to produce student satisfaction survey summary reports.    

Student satisfaction summary reports 

The student satisfaction summary reports must be completed no later than five working days following the 
end of each term.  A student satisfaction summary report is produced to summarise the results of each of two 
student satisfaction surveys conducted each term, the student satisfaction survey (training and assessment) 
and the student satisfaction survey (student services).   

Consideration of student satisfaction summary reports 

The student satisfaction summary reports are submitted to the RANSFORD COLLEGE management Committee 
for consideration at the meeting following the production of the reports.  Improvements which are made to 
policies and procedures following review of the student satisfaction summary reports are noted as such in the 
policies and procedures improvement register. 

Review of feedback by the Management Committee 



 

 

All feedback about the effectiveness of student services is reviewed at the weekly meetings of the RANSFORD 
COLLEGE management Committee.  Minutes of the meetings of the RANSFORD COLLEGE management 
Committee will provide details of the review of feedback and recommendations for actions to be taken.  The 
CEO will issue instructions for improvements to be made to policies and procedures as necessary after 
consideration of the feedback received and reviewed. 

Student service performance indicators 

A key performance indicator for the Student Services Manager is the “turnaround” time for student requests 
for information held online or in their hard file.  

If a student’s request for information cannot be resolved immediately by the Student Services Manager, the 
student is asked to return for the resolution.   

If the request for information is one that requires a simple interrogation of the student database (the student 
database) and/or access to the student’s hard file, the student will be asked to return in one hour to be 
provided with the requested information.   

If the request for information is one that requires detailed investigation which will consume twenty minutes or 
more of the time of the Student Services Manager, the student is asked to return in 24 hours for a resolution.    

If the request for information requires the generation of a standard document (see above) the student will be 
asked to return in five working days. Requests for non-standard documents will be considered by the Student 
Services Manager.  If the Student Services Manager agrees to the issue of a non-standard document, it will be 
available to the student who requested it within ten working days of the request. 

Students seeking support and welfare assistance do not need an appointment to see the Student Services 
Manager between the hours of 9:00am and 11:00am, and 2:00pm and 4:00pm each day the campus is open.  
The Student Services Manager must ensure that any (and all) required meetings with other RANSFORD 
COLLEGE staff take place within two working days.  Referrals to external service providers must be made by 
the Student Services Manager within two working days of the initial appointment. 

Logging student requests (the Student support and Welfare Register) 

The Student Services Manager is responsible for ensuring that all student requests for information or for 
support and/or welfare assistance are logged in the student support and welfare register.  The learner support 
and welfare register will provide input to the weekly student services activity report.   

An entry will be made in the student support and welfare register for every enquiry made by a student at the 
reception desk and for every non-scheduled meeting of a student with the Student Services Manager or the 
Training Manager.  A non-scheduled meeting is defined as one which occurs during the published available 
times that the Student Services Manager or the Training Manager are available to meet with students without 
an appointment. 

  



 

 

The student support and welfare register will have the following headings: 

• Date and time of the enquiry at the reception desk or of the non-scheduled meeting with the Student Services 
Manager or Training Manager 

• Amount of time student waited in order to see the receptionist, Student Services Manager, or Training 
Manager  

• Reason for the enquiry or non-scheduled meeting with the Student Services Manager or Training Manager 

 e.g. timetable query, request for standard document, request to make an appointment, request for 
information about accommodation, request for study advice, request for information about part time 
employment etc.) 

• Outcome of the enquiry or non-scheduled meeting the Student Services Manager or Training Manager 

• Outcome response time.  

i.e.  the amount of time (days and hours) between the initial enquiry or meeting with the Student Services 
Manager or Training Manager and the provision of the required service (see performance indicators above) 

Weekly student services activity report 

The Student Services Manager is responsible for producing a weekly student services activity report.  The 
student support and welfare register is used to produce the weekly student services activity report.   

The report has the following headings: 

• Number of enquiries or non-scheduled meetings with Student Services Manager/Training Manager 

• Average student wait time 

• Average response time to the query or request for assistance 

• Summary of enquiry types (number of timetable queries, number of requests for standard documents, number 
of requests to make an appointment, number of requests for assistance with accommodation issues, number 
of requests for assistance with study skills, number of requests for information about part-time employment 
etc.) 

This report will be reviewed by the RANSFORD COLLEGE management Committee during the weekly meeting 
each Friday.   It will provide significant input to the Management Committee in determining the need to take 
action to improve the delivery of service to students. 

Student services management report 

The Student Services Manager is responsible for producing the Learner Services Management Report every six 
months.  It is to be tabled by the Student Services Manager at the first meeting of the RANSFORD COLLEGE 
management Committee in terms one and five of each year. 

The student services management report contains the following information: 

For each week: 

• Number of enquiries/non-scheduled meetings 

• Average student wait time 

• Average response time  

• Most occurring reason for enquiry / non-scheduled meeting 

  



 

 

For the six-month period: 

• Overall average student wait time for reception desk enquiries / non-scheduled meetings with Student 
Services Manager or Training Manager 

• Overall average response time (i.e. the amount of time (days and hours) between the initial enquiry or 
meeting with the Student Services Manager or AM and the provision of the required service (see performance 
indicators above) 

• Reasons for enquiries / non-scheduled meetings over the period (ranked 1 à 15 by occurrence) 

This report will provide further input to the Management Committee in determining the need to take action to 
improve the delivery of service to students and allow for monitoring of the success of actions taken to improve 
service. 



 

 

47. Student Code of Conduct 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 
 

• National Code 2007 

- Part D Clause 6.4 

- Part D Standard 10 

Related Policies 

• Staff Induction 

• Orientation 

• Student Handbook 

• Information provided to students prior to enrolment 

• Enrolment Offer and Acceptance Agreement 

• Monitoring Course Progress 

• Attendance 

• Plagiarism, Collusion and Cheating 

Related Documents 

• Course brochures 

• Student handbook 

Policy 

RANSFORD COLLEGE is an educational community which is built on respect for oneself and others.  At 
RANSFORD COLLEGE, students are provided with a mature and professional learning environment.  Students 
are not expected to behave according to a rigid code of discipline, but it is expected that all students will 
behave in a mature and responsible manner. 

Procedures 

Informing students of the code of conduct 

Information about the student code of conduct is provided to students in the “information for intending 
Overseas Students” and Information for intending local students” documents.  It is also provided in the 
orientation session prior to the first classes attended by each student, and in the Student Handbook. 

Trainers are required to discuss the student code of conduct in class during the first week of classes. 

Suspension or cancellation of enrolment for students in breach of the student code of conduct 

According to RANSFORD COLLEGE’s deferment, suspension or cancellation policy and procedures, RANSFORD 
COLLEGE may cancel a student’s enrolment for breaching the RANSFORD COLLEGE student code of conduct. 

Informing staff of the student code of conduct 

Staff are informed of the student code of conduct during their induction session and in this policy and 
procedures manual. 

General Guidelines 



 

 

It is expected that all students will: 

• attend classes on each day they are scheduled 
• be respectful and courteous to student services staff, trainer/assessors and other students 
• dress and behave in an appropriate manner 
• contribute to the life of the college in a constructive manner 
• respect the property of the college and other students 
• comply with all visa regulations for Overseas Students 

Classroom behaviour 

The classroom is a place of learning.   It is expected that all students will: 

• attend class on time 
• bring the required learning resources, stationery and materials to class each lesson 
• show appropriate respect toward the trainer/assessor and fellow students 
• not disrupt the class or other students 
• speak only English in class 
• remain in the classroom throughout the class 
• not eat or drink in the class 
• turn off mobile phones during class time 
• submit all class work and assessments 
• leave the class room tidy after each lesson 

Course Progress 

It is the students’ responsibility to be familiar with their course requirements and prepare a study plan that will 
assist them in meeting the course requirements.  Students are required to make satisfactory course progress 
according to the policy for monitoring course progress and attend at least 80% of classes each term according 
to the attendance policy. 

Assault 

Any form of assault in class or outside class is strictly forbidden. This includes assaults of a physical, oral, 
written, electronic, sexual or racial nature.   Assault between students or between student and 
trainer/assessor will not be tolerated. 

Carrying Weapons 

Carrying knives and other weapons or objects that may be used as weapons on campus is forbidden and may 
constitute criminal activity. 

Bullying 

Bullying is unreasonable behaviour that is intimidating, threatening or humiliating and repeated over time or 
occurring as part of a pattern of behaviour. Bullying can be physical, verbal or indirect, and creates an 
unfriendly, threatening or offensive environment.  

Examples of behaviour that could be bullying include, but are not limited to: 

• excluding someone from workplace/learning activities 
• giving someone the majority of unpleasant tasks 
• verbal abuse 
• abuse using electronic formats such as text messages, phone calls or posting messages or video recordings on 

websites 
• humiliating someone through sarcasm or insults 
• intimidation 
• initiation practices 
• sabotaging someone’s work 



 

 

• ‘practical jokes’. 
Any form of bullying in class or outside class is strictly forbidden. Bullying amongst students or between 
student and trainer/assessor or between staff will not be tolerated. 

Cyber-bullying 

Cyberbullying is the use of information and communication technologies to support deliberate, repeated, and 
hostile behaviour by an individual or group, that is intended to harm others. 

Students at RANSFORD COLLEGE have a responsibility to ensure that they: 

• do not participate in cyber bullying  
• do not use mobile phones, cameras or other digital devices to record audio and visual material unless they 

seek and receive authorisation to do so 
• do not breach the privacy of students, staff and members of the RANSFORD COLLEGE community through any 

unauthorised recording or filming  
• do not disseminate inappropriate information through digital media or other means  
• report incidents of cyber bullying to a member of staff  
• advise students being victimised by cyber bullying to talk to an adult  

Harassment  

Harassment is behaviour (through words or actions) based on the personal characteristics listed above that is 
unwanted, unasked for, unreturned and likely to make RANSFORD COLLEGE an unfriendly or uncomfortable 
place by: 

• humiliating (putting someone down) 
• seriously embarrassing 
• offending (hurting someone’s feelings) or 
• intimidating (threatening someone so they behave in a certain way). 

Some examples of harassment are: 

• name calling 
• stereotyping jokes 
• offensive comments. 

Sexual harassment is an unwelcome sexual advance, request for sex or any other sexual behaviour that a 
reasonable person would know or expect would offend, humiliate, seriously embarrass or humiliate another. 

Some examples of sexual harassment are: 

• unwanted touching 
• unwelcome sexual innuendo or jokes 
• displaying sexually explicit material (posters, emails, internet sites). 

Racial and religious vilification 

Vilification is behaviour (through words or actions) that incites hatred, serious contempt or ridicule of another 
person or group of people because of their race or religious belief. 
Some examples of vilification are: 

• public threats of harm 

• encouraging others to hate someone because of their religion 

• racist statements made in a public meeting 

• racist graffiti 

Discrimination 

RANSFORD COLLEGE will act quickly to ensure that unlawful discrimination does not occur, or continue to 
occur in the workplace for trainer/assessors, or in the provision of training and assessment to students. 



 

 

Discrimination in employment and in the supply of goods and services is unlawful under various Victorian and 
Commonwealth laws.  

Discrimination is unlawful, and will not be tolerated, on the grounds of: 

• age  
• breastfeeding  
• carer status  
• disability/impairment  
• gender identity  
• industrial activity  
• lawful sexual activity  
• marital status  
• parental status  
• physical features  
• political belief or activity  
• pregnancy  
• race  
• religious belief or activity  
• sex  
• sexual orientation  
• personal association with someone who has, or is assumed to have, one of these personal characteristics.  

Food and Drink 

To ensure a tidy and comfortable learning environment: 

• Food and drinks are to be consumed in the common areas only. 
• No food may be consumed in the classrooms and computer lab. 
• All rubbish is to be placed in bins provided 
• Kitchen areas are to be kept clean and tidy. 

Alcohol and Drugs 

The consumption of alcohol or illegal drugs is prohibited at RANSFORD COLLEGE. 

Plagiarism, collusion and cheating 

Plagiarism, collusion and cheating are not acceptable practices.  Please refer to the section in this document 
for definitions of plagiarism, collusion and cheating, and of the consequences of engaging in these practices. 

 



 

 

48. Records Management  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.2 
- Clause 1.3 
- Clause 1.7 
- Clause 1.8 
- Clause 1.13 
- Clause 2.1 
- Clause 3.4 

• National Code 2007 Standards 2.1, 2.2, 3, 4, 5, 6, 7, 8, 9. 10, 12, 13, 14 

• ESOS Act 2000 Section 19(1) and Section 21 

• ESOS Regulations 2001 Regulation 3.04 

Related Policies 

• Continuous Improvement 
• Learner Support and Welfare Services 
• Assessment 
• Assessment Processes 
• Credit Transfer 
• Recognition of Prior Learning 
• Staff Recruitment and Selection 
• Record Retention 
• Record Audits 
• Document Version Control 
• Privacy 
• Fees and Charges 
• Refunds 
• Ethical Marketing 
• Applications, Offers and Enrolments 
• Enrolment Offer and Acceptance Agreement 
• Learner Support Needs Records 
• Education Agents 
• Welfare of Younger Students 
• Transfer Between Registered Providers 
• Complaints and Appeals 
• Completion within Expected Duration 
• Monitoring Course Progress 
• Attendance 
• Deferment, Suspension or Cancellation of Enrolment 
• Critical Incidents 
• Interaction with the Registering Body 



 

 

• Plagiarism, Collusion and Cheating 
• Language, Literacy and Numeracy 
• Student Information System (the student database) 
• Governance and Probity 
• Compliance with Statutory Requirements 

Related Documents 

• Records register 
• Records management responsibilities form 
• Daily records check report 
• Position description – Student Services Manager 
• Position description – Records Management Officer 
• Application to view student records 
• Records management training register 
• Document control register 
• Register of staff with access to student records 
• Student file register 
• Current details questionnaire 

Policy 

RANSFORD COLLEGE has a set of procedures which ensure that active steps are taken to ensure the integrity, 
accuracy and currency of its records at all times.   

 RANSFORD COLLEGE ensures that records management procedures are compliant with all relevant 
government legislation and regulatory guidelines.   

RANSFORD COLLEGE’s Records Management Officer is responsible for the implementation of the 
organisation’s records management policy and for information quality control. 

Procedures 

Information to be kept in accordance with legislative requirements and regulatory guidelines 

The Student Services Manager is responsible for ensuring that information collected from and about students 
meets the requirements of the relevant legislation and other requirements as advised by ASQA or other 
regulating bodies, from other government or non-government licensing authorities, and from government and 
non-government bodies with which RANSFORD COLLEGE has entered into contractual arrangements.   

Information from and about students includes: 

• student enrolment records 
- the name and signature of the training participant 
- the code and name of the unit of competency or units of competency in which the learner is enrolled 
- the result consistent with assessment (e.g. a competency achieved/competency not achieved or RPL outcome) 
• student assessment records 
- the type of evidence was used in the assessment 
- an assessment record supporting the learner activity in the Unit of competency or module 
- the date of the assessment 
- the name and signature of the assessor 
• learner academic progress and attendance records 
• assessment outcome records 
• student feedback and unit evaluations 
• student personal information 
• details of fees paid and refunds made 

Ensuring the currency of student records 



 

 

The Student Services Manager is responsible for ensuring that all information held about students is current.    
The Student Services Manager is responsible for distributing the “current details questionnaire” to all enrolled 
students with the first five days of each term.  The “current details questionnaire” verifies all contact details 
provided by each student.  The details which are required to be provided by each student are current address, 
current mobile phone number, and current email address. 

Ensuring academic records are kept up to date 

The Training Manager is responsible for ensuring that academic records for every student are up to date and 
available to the NVR regulator (currently ASQA) at any time upon request. 

Responsibility of the Student Services Manager 

Details of the responsibilities of the Student Services Manager in regard to ensuring that appropriate 
information is kept are documented in the position description of the Student Services Manager.   

Information quality control 

The RANSFORD COLLEGE member of staff delegated as the Records Management Officer has special 
responsibilities for the quality control of records management and for audits of records (refer to Record audit 
policy).   The responsibilities of the Records Management Officer may be assigned to the Student Services 
Manager by the CEO, or an appointment to the role of Records Management Officer may be made by the CEO.  

The Records Management Officer is required to make daily checks on the quality of records management and 
to have appropriate daily discussions with staff who are responsible for records. The Records Management 
Officer is required to ensure that all information supplied to students is sufficient, correct, accurate, 
consistent, fair and current, and to make recommendations to the RANSFORD COLLEGE management 
Committee for improvements to information and records management procedures. 

Staff responsibilities for records 

Staff who are nominated as responsible for the development, filing and management of records must ensure 
that those records are consistently checked for accuracy and currency and that they are maintained in a 
consistent format.   Work instructions in relation to records management and records documentation are 
noted in the position descriptions of staff with responsibility for these tasks.  

The Records Register 

Information about staff responsibility for records is recorded by the Information and records Management 
Officer in the Records Register.   Changes to staff responsibilities for records (and therefore updates to the 
Records Register) may occur when: 

• there are changes to staff responsibilities (as documented in revised position descriptions .) 
• new staff are employed, or  
• there are improvements to policies and procedures associated with information and records management.   

The records register is updated by the Information and Records Management Officer whenever one of these 
events occurs. 

All changes to staff responsibilities for records are recorded in the Records Register by the Records 
Management Officer ..   

Each entry in the records register identifies the record type, all staff members previously responsible for the 
maintenance and management of records of that type, and the staff member currently responsible.  Each 
entry in the records register is signed by the Student Services Manager.  The records register is reviewed 
regularly by the CEO. 

Records management responsibilities form 

When a staff member’s responsibilities for records is changed, the CEO will provide the staff member with 
revised work instructions in relation to records management and records documentation and delegate the 



 

 

development of a revised position description.  The CEO will notify the staff member in writing of the change 
in responsibilities.  This is done by use of the “Records management responsibilities” form. 

Daily checks on the quality of records management  

The Records Management Officer is required to make daily checks on the quality of records management and 
to have discussions about the quality of records management on a daily basis with those staff who are 
responsible for records.  Information about the daily records management check is documented by the 
Information and Records Management Officer in the Daily Records Check Report. 

Accuracy and currency of records 

The Records Management Officer will meet with the CEO monthly (during the final week of the month at a 
date and time specified by the CEO) to discuss the accuracy and currency of records.  This meeting is referred 
to as the monthly information and records management meeting. 

The Records Management Officer will make recommendations during these meetings as necessary about 
improvements to the policy and procedures for ensuring the accuracy and currency of records.  

The Records Management Officer must make an appointment with the CEO should issues with the accuracy or 
currency of records which require immediate rectification be identified.  The CEO will then instigate corrective 
action as necessary. 

Feedback on records management 

Feedback on the effectiveness of records management is gathered by use of student satisfaction surveys and 
staff surveys, interviews with students, staff and other stakeholders, records audits (according to the 
continuous improvement schedule), spot checks of records (upon the instigation of the CEO), and reports of 
the Student Services Manager.  Please refer to the record audit policy and procedures for details. 

The Records Management Officer is required to make recommendations during the monthly records 
management meeting with the CEO about the effectiveness of information which is collected regarding the 
quality of records management, and the means of collection of that information.   

Subsequent to these meetings, the CEO will issue instructions for the implementation of improved methods of 
collection of data about the effectiveness of records management and new and different information to be 
collected, as necessary. 

Access to records 

The Student Services Manager is responsible for ensuring that all staff and students have easy access to 
records.   Students may request access to their records by use of the “application to view student records”, 
which they may obtain from the reception desk.  

Informing students how to gain access to their records 

Students are informed about how to gain access to their records in the student handbook (provided to 
students on enrolment), in the orientation presentation, on notices placed on notice boards at various 
locations at the RANSFORD COLLEGE campuses, by use of the student portal and by trainer/assessors at the 
beginning of each unit.  The responsibility of trainer/assessors for informing students of the availability of 
access to their records is a topic in the trainer/assessor induction process. 

Students should be provided with prompt responses to queries at the reception desk about the procedures for 
gaining access to their records. 

Standard documents 

Standard documents will be issued within ten working days after being requested by a student at the reception 
desk.     

Standard documents are defined as: 

• statements of attainment 
• revised CoEs 



 

 

• outcomes of applications for credit transfers 
• outcomes of applications for deferment, suspension or cancellation 
• outcomes of applications for letters of release 
• outcomes of applications for RPL 

Non-standard documents 

All other documents are classified as non-standard documents. 

If the Student Services Manager agrees to the issue of a non-standard document, it will be available to the 
student who requested it within ten working days of the request. 

Feedback on access to records  

Staff feedback on the effectiveness of access to records is gathered from the staff survey (conducted every 
term) and staff interviews, which are conducted according to the program specified in the annual continuous 
improvement schedule.   One of the issues on which staff are asked to comment is the effectiveness of their 
access to student records.    

Student feedback on the effectiveness of access to records is gathered from the student services satisfaction 
survey which is conducted each term.  One of the issues upon which students are asked to comment is the 
effectiveness of their access to records.    

Summary information from the staff and student surveys is collated by the Student Services Manager and 
considered and reviewed by the RANSFORD COLLEGE management Committee.   If analysis of the information 
collected indicates a need for improvements to the policy and procedures for access to records, the CEO will 
issue the necessary instructions. 

Improvements to the policy and procedures for records management may be recommended to the CEO by any 
staff who have responsibility for records management or have contact with students on record management 
issues.   

If, based on recommendations from such staff, the CEO determines that improvements are required in the 
policy and procedures for information and records management, instructions will be issued and changes in 
position descriptions and supervision guidelines made as necessary. 

The Student Services Manager is responsible for providing timely response to all contributors of feedback 
about access to records.  Please refer to the policy on providing feedback to contributors to continuous 
improvement.  

  



 

 

Evaluating the effectiveness of the management of student records  

Discussions of the effectiveness of the management of student records are noted in the minutes of meetings 
of the RANSFORD COLLEGE management committee.  The effectiveness of the management of student records 
is evaluated by use of: 

• the records audit checklist (please refer to the record audit policy) 

• records of interview with staff who have responsibility for the management of student records 

• student services satisfaction survey responses 

• student services satisfaction summary reports 

• staff survey responses 

• staff survey summary report 

• student interview records 

Ensuring consistency of format of student records 

Staff with responsibility for student records are required to keep those records in a consistent format.  This 
requirement is documented in the position descriptions of all such staff.  The Student Services Manager is 
responsible for ensuring that staff do this diligently and thoroughly.   

Various processes are in place for checking for consistency of record formats, including: 

• the records audit checklists 

• the daily inspections of records by the Information and records management officer 

• discussions between the Training Manager and staff who are responsible for records  

Student file register 

The student file register is maintained by the Student Services Manager.  It must be updated every time a 
student file is accessed.  Student files can be accessed only by staff members who are authorised to do so. 

Providing guidance to staff who are responsible for records  

The Student Services Manager is responsible for providing guidance to staff who are responsible for 
records.  All staff with responsibility for records are provided with detailed written instructions on the 
RANSFORD COLLEGE information and records management policy and procedures.  All such staff are 
familiarised upon induction with the procedures for records management and record retention.   

The position descriptions for all staff who have responsibility for records management indicate that previous 
demonstrated experience in records management is mandatory.  All staff hired to positions involving the 
management of records will be provided with an information and records management mentor for the first 
three months of their employment.  The mentor will be a senior experienced staff member with responsibility 
for records management, normally the Student Services Manager.   This duty is documented in the position 
description of the Student Services Manager.   

The effectiveness of the provision of guidance to staff who are responsible for records forms a key 
performance indicator to be monitored at the annual performance review of the Student Services Manager. 

Professional development in information and records management  

Professional development in information and records management will be organised for staff as necessary by 
the Student Services Manager in consultation with the Training Manager.  Information about attendance of 
training in records management, and the features and benefits of the training, is recorded in the records 
management training register.  The Student Services Manager is responsible for maintaining this register. 

Records kept on learning support needs  

Information about the support needs of students and the learning support provided to students is kept in each 
student’s learner support needs booklet.  Please refer to the Learning Support Needs Booklets policy. 



 

 

Recording assessment results 

Assessment results are submitted to the Training Manager by assessors in spread sheet format.   The results 
are entered into the student management system (the student database) by the Student Services Manager or 
a delegated staff member. Please refer to the assessment policy 

Secure storage of student records 

The Student Services Manager is responsible for ensuring that student records are held securely, and that 
unauthorised access is prevented.  At RANSFORD COLLEGE, all student records are kept in locked filing cabinets 
in areas to which only identified student services staff are allowed access.  Only the Student Services Manager, 
the Training Manager and the CEO have access to the records room.  The CEO may provide access to the 
records room to other student services staff upon request.  The Student Services Manager maintains the 
Register of staff with access to student records. 



 

 

49. Record Retention  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 3.4 

• National Code 2007  

- Part D Clause 2.2 

• ESOS Act 2000 Section 21 

• ESOS Regulations 2001, Regulation 3.01 

Related Policies 

• Continuous Improvement 

• Learner Support and Welfare Services 

• Assessment 

• Assessment Processes 

• Credit Transfer 

• Recognition of Prior Learning 

• Staff Recruitment and Selection 

• Records Management 

• Privacy 

• Fees and Charges 

• Refunds 

• Ethical Marketing 

• Applications, Offers and Enrolments 

• Enrolment Offer and Acceptance Agreement 

• Learner Support Needs Records 

• Education Agents 

• Welfare of Younger Students 

• Transfer Between Registered Providers 

• Complaints and Appeals 

• Completion within Expected Duration 

• Monitoring Course Progress 

• Attendance 

• Deferment, Suspension or Cancellation of Enrolment 

• Critical Incidents 

• Interaction with the Registering Body 

• Plagiarism, Collusion and Cheating 

Related Documents 

• RANSFORD COLLEGE trainer and assessor register 



 

 

• RANSFORD COLLEGE student register 

Policy 

 RANSFORD COLLEGE ensures that record retention procedures are compliant with all relevant government 
legislation and regulatory guidelines.   

RANSFORD COLLEGE will keep copies of all student enrolment offers, acceptance agreements, prior 
qualifications, experience and English proficiency along with details of any fees and charges and refunds for a 
period of two (2) years after cessation of a student’s studies. 

RANSFORD COLLEGE will keep copies of all Trainer and Assessor qualifications, resumes, trainer profiles and 
professional development for a period of seven years after cessation of services in the trainer and assessor 
register.  

Procedures 

Retention of student records in accordance with legislative requirements and regulatory guidelines 

In compliance with: 

• Section 21 of the ESOS Act 2000 

• Regulation 3.01 of the ESOS Regulations 2001 

• the NVR Standards for RTOs 2015  

RANSFORD COLLEGE will keep the following records for each person who enrols as a student for at least two 
years after the person ceases to be a student (i.e. after cessation of the student’s study). 

• Last known residential address 

• details of all fees paid by the student during the period of study 

• original or certified copy of the signed student enrolment offer and acceptance agreement 

• originals or certified copies of all other signed agreements between the student and RANSFORD COLLEGE 

• details of any refunds paid to the student during or after the period of study 

The Student Services Manager is responsible for ensuring that the required documents are retained for two 
years after a student ceases studying at RANSFORD COLLEGE. 

Archiving of students records in accordance with legislative and regulatory guidelines 

Physical records of students are retained for two years after the student ceases to be enrolled at RANSFORD 
COLLEGE.  Records of students are then archived.  Archived records are kept for a period of thirty years.   

The minimum information kept about each student is: 

• the student’s family name and first name 

• residential postcode (of last known address) 

• date of birth 

• enrolment/commencement date 

• Code and title of training product 

• codes and titles of units of competency undertaken 

• units of competency assessment results 

• credentials and date issued.   

Responsibility for the retention, archiving and retrieval of information to satisfy legislative and regulatory 
requirements is noted in the position description of the Student Services Manager. 

In the event that RANSFORD COLLEGE should cease to operate, the CEO/PEO at the time of cessation of 
operations will provide the NVR Regulator with the above information for each student who has undertaken 
training covered by RANSFORD COLLEGE’s Scope of Registration.   



 

 

The CEO/PEO will take responsibility for ensuring that records are emailed to the NVR Regulator or sent by 
mail on appropriate media in Microsoft Excel format.   

Procedure for filing records of students who have completed or ceased study 

When a student completes or ceases study with RANSFORD COLLEGE, the Student Services Manager will 
ensure that the student’s file is moved to the “completed students” filing cabinet for the term during or at the 
end of which the student completed or ceased study.   

Retention of training and assessment records to comply with legislative requirements  

Detailed learning and assessment records will be kept for one year following the completion of each unit.   

The Student Services Manager will ensure that RANSFORD COLLEGE retains all completed assessment items 
relating to each unit or module for six months from the date on which the decision on competence for the 
individual unit or module was made.   For those units for which the actual completed assessment cannot be 
retained, the Student Services Manager will ensure that evidence is retained which shows that the standard of 
the item or work completed justifies the assessment outcome. 

The Student Services Manager will ensure that completed assessment items such as assignments should not 
be handed back to students until the six-month period has expired. 

Records to be retained 

The learning and assessment documents to be maintained for each study period are: 

• trainer and assessor register 

• student register 

• learner guides 

• copies of learning resources 

• samples of student assessments 

• student survey responses and summaries 

• assessment outcome sheets 

• copies of relevant records of interview 

• assessment validation and moderation reports 

Information about each of the records to be retained is provided below. 

Trainer and assessor register 

The trainer and assessor register show the trainers and assessors for each unit of competency taught and 
assessed during the study period, their qualifications and associated professional development, clearances and 
insurances. 

Student register 

This register lists the students timetabled for each unit of competency taught and assessed during the study 
period. 

 

Assessor Guides 

The assessor guide for each unit of competency taught and assessed during the study period is kept.  It shows, 
amongst other things, the sequence of delivery and assessment, the number of hours planned for the unit of 
competency, the assessment schedule, the assessment tasks, and workplace simulation and case study 
information.  

 

 

 



 

 

Learner Guides 

Learner guides for each unit of competency are provided to students during the first class of the unit Each 
learner guide contains, amongst other things, details of the elements of competence and performance criteria 
to be taught and assessed during the unit. 

Learning resources 

Copies of all learning resources for each unit of competency.  The learning resources to kept comprise: 

• master copies of workbooks provided to students 

• PowerPoint presentations 

• website references 

• reference materials 

• materials distributed by each trainer/assessor to students. 

Samples of student assessments 

For the purpose of this requirement, copies will be made of 10% or 20 (whichever is greater) of assessed 
student submissions in response to each assessment task for each unit of competency.   

Each trainer/assessor is responsible for providing to the Student Services Manager copies of 10% or 20 
(whichever is greater) of assessed student submissions.  The copies must be made and provided to the Student 
Services Manager prior to the originals being returned to the students.  The samples which are provided must 
encompass a representative sample of the quality of submitted responses.   

Each assessed student submission copied and provided to the Student Services Manager includes the assessor 
responses to the performance indicators checklist and the assessor’s signature, and the candidate’s signature 
indicating acceptance of the outcome (Satisfactory or Not Satisfactory) for each assessment task.  (Note that 
the requirement for an assessment of C (Competent) for a given unit of competency is satisfactory completion 
of all assessment tasks for that unit of competency). 

In the case of oral presentations, role play assessments, or other assessment tasks not requiring written 
submission by students, 10% of 20 (whichever is greater) of the performance checklists produced by the 
assessor will be retained, copied and filed.  Each trainer/assessor is responsible for providing to the Student 
Services Manager the sample of performance checklists for each assessment task.  The samples which are 
provided must encompass a representative sample of the quality of submitted responses.   

Qualifications and statements of attainment 

The Student Services Manager is responsible for ensuring the records of qualifications and statements of 
attainment are retained for 30 years.   RANSFORD COLLEGE’s proprietary student management system is 
configured to ensure this. 

Student survey responses 

Copies of all of the student survey responses conducted during the two terms of the study period must be 
filed.   For each term in the study period, copies are retained of all of the completed: 

• student satisfaction surveys (training and assessment) 

• student satisfaction surveys (student services)  

Student satisfaction survey summary reports 

 For each term in the study period, copies are retained of all of the completed: 

• student satisfaction survey summary reports (student services) 

• student satisfaction survey summary report (training and assessment) 

Records of employer interviews 



 

 

The Student Services Manager is responsible for making copies of and filing records of interview of any 
employer interviews conducted during the study period. 

Assessment outcome sheets 

The Student Services Manager is responsible, for each unit of competency, for copying and filing each of the 
class assessment outcome sheets for the unit of competency. 

Assessment validation reports 

Copies of the following documents are retained for each unit of competency following the completion of the 
assessment moderation and validation activities at the end of each term: 

• Trainer assessment review reports 

• Post assessment validation reports 

• Pre-delivery assessment validation report s 

• Industry Assessment Panel validation reports 

• Assessment improvement register 

• Assessment moderation reports 

Procedure for filing training and assessment documents after the completion of a study period 

The Student Services Manager is responsible for ensuring that the required training and assessment 
documents are retained for one year after the completion of each study period. 

Upon the completion of a study period, the Student Services Manager will ensure that the learning and 
assessment documentation listed above is placed in a set of files in a filing cabinet prominently labelled 
“Learning and Assessment Records for Study Period [x] [year]”.  

Records to be provided upon cessation of operation 

In the event that RANSFORD COLLEGE should cease to operate, the Training Manager or person with similarly 
defined responsibilities at the time of cessation of operations will provide the NVR Regulator with the above 
information for each training participant who has undertaken training covered by RANSFORD COLLEGE’s Scope 
of Registration.   

The Training Manager will take responsibility for ensuring that records are emailed to the NVR Regulator or 
sent by mail on appropriate media in Microsoft Excel format.   



 

 

50. Record Audits 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.2 
- Clause 1.3 
- Clause 1.7 
- Clause 1.8 
- Clause 1.13 
- Clause 2.1 
- Clause 3.4 
• National Code 2007 Standards 2.1, 2.2, 3, 4, 5, 6, 7, 8, 9. 10, 12, 13, 14 
• ESOS Act 2000 Section 19(1) and Section 21 
• ESOS Regulations 2001 Regulation 3.04 
• ESOS Act 2000 Section 21 
• ESOS Regulations 2001, Regulation 3.01 

Related Policies 

• Records Management 

• Learner Support and Welfare Services 

Related Documents 

• Complete record audit checklist 

• Spot record audit checklist 

• Record of interview (record audit) 

Policy 

All records will be audited on a regular basis.  Record audits are conducted by the Records Management 
Officer ..   There are two types of record audit, complete record audits and spot record audits.   The dates of 
record audits will be determined by the RANSFORD COLLEGE management Committee and listed in the annual 
continuous improvement schedule .. 

Procedures 

Record samples 

For both complete record audits and spot record audits, a sample of at least 10% of each record type must be 
checked.  If there are ten or fewer records of a particular type, then all of the records must be checked.   

Complete record audits 

All record types are checked during each complete record audit.  The Information and Records Management 
Officer records in the complete record audit checklist information about the records which have been checked. 

Spot record audits 

The CEO will identify the record types to be checked in the spot record audit.  The spot record audit operates 
in the same way as the complete audit, but only the record types designated by the CEO are checked.  The 
Information and Records Management Officer will complete a spot audit checklist for the record types 
checked.   



 

 

The record audit checklist 

A complete record audit checklist will be produced at the completion of each complete records audit and a 
spot record audit checklist at the end of each spot audit.  For each record audit exercise, the CEO will 
designate the date by which the record audit checklist must be completed and submitted. 

Attributes of records to be checked 

Records will be checked for completion, accuracy, currency, consistency, thoroughness, correct and accurate 
filing and consistency of format.   

Staff interviews 

Staff with responsibility for records will be interviewed by the Information and records management officer 
after every spot check of records for which they are responsible and after every six-monthly complete records 
audit.  Details of the interview will be recorded in a staff record of interview and submitted by the Information 
and records management officer to the CEO, along with the record audit checklist. 

Review of the record audit checklist by the CEO 

The CEO will review the record audit checklist (the complete record audit checklist after each complete record 
audit and the spot record audit checklist after each spot record audit) and issue instructions for improvements 
to information and records management as necessary.  Instructions might include changes to the position 
descriptions of staff responsible for information and records management, improvements to records 
management policies and procedures, improvements to the content and format of records, improvements to 
the processes of disseminating information to staff about information and records management, counselling 
of staff regarding their responsibilities for information and record management. 

Records to be checked 

All of RANSFORD COLLEGE’s record types will be checked at each complete record audit and a sample at each 
spot audit, as designated by the CEO.  



 

 

51. Document Version Control 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.1 
- Clause 1.5 
- Clause 2.1 
- Clause 2.2 (a) (b) 
- Clause 4.1 (a) 
- Clause 5.1 
- Clause 5.2 
- Clause 5.3 
- Clause 5.4 

• National Code 2007 Standards 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 12, 13, 14 

Related Policies 

• Continuous Improvement 
• Learner Support and Welfare Services 
• Assessment Processes 
• Credit Transfer 
• Recognition of Prior Learning 
• Staff Recruitment and Selection 
• Records Management 
• Privacy 
• Fees and Charges 
• Refunds 
• Ethical Marketing 
• Applications, Offers and Enrolments 
• Enrolment Offer and Acceptance Agreement 
• Learner Support Needs Records 
• Education Agents 
• Welfare of Younger Students 
• Transfer Between Registered Providers 
• Complaints and Appeals 
• Completion within Expected Duration 
• Monitoring Course Progress 
• Attendance 
• Deferment, Suspension or Cancellation of Enrolment 
• Critical Incidents 
• Interaction with the Registering Body 
• Transition from Superseded Training Packages 
• Scheduling and Timetabling 
• Student Handbook 



 

 

Related Documents 

• Document version control register 

• Controlled document register 

Policy 

RANSFORD COLLEGE’s document version control policy relates to all hard copy and electronic documents 
which are distributed to students, staff, overseas student education agents, other stakeholders in the 
operations of RANSFORD COLLEGE, and the general public.   

The policy applies to documents about the policies and procedures of RANSFORD COLLEGE, application forms, 
contracts, records, registers, learning material and assessment tools, and marketing materials. 

All material which has been developed by RANSFORD COLLEGE staff for issue or distribution to other parties 
must be reviewed prior to issue or re-issue, or distribution or re-distribution.  The review must be undertaken 
by authorised staff members designated by the CEO.   

Procedures 

Document Control 

Document control is needed due to issues of internal control, compliance and accreditation.   

Different documents require different levels of document control.  The level of document control required is 
determined by the purpose and ownership of the document.  The CEO retains the responsibility for 
determining the level of document control and for ensuring the proper implementation of the document 
control procedure.  The CEO may delegate these responsibilities as necessary. 

Version Control  

Most documents are revised a number of times before being authorised for issue or distribution.  The same 
document may be revised and re-released a number of times.  Version numbers are used on documents to 
maintain a history of the development of versions.  Version control provides for unique identification of 
documents and assists with the easy identification of each subsequent revised version of a document.  The 
version number of a document changes as the document is revised.  Version control allows for released 
versions of a document to be easily distinguished form draft versions and for more recently released versions 
to be distinguished from previous versions. 

Document version control register 

The document version control register is used to maintain information about documents which have been 
issued or distributed.   

For each RANSFORD COLLEGE document, the document version control register records: 

• the name of the document 
• the author 
• the authorised staff member who checked the document in preparation for its release 
• revision numbers 
• revision dates 
• the current version numbers 
• Controlled Documents 

Controlled documents are final versions of documents which are distributed or made available to recipients, 
where each copy of a controlled document is uniquely numbered.   

Each copy of a controlled document is numbered so that a record is maintained of how many copies have been 
produced.   A list of recipients of distributed copies of controlled documents is maintained.  Recipients are 
required to remove superseded documents from circulation 



 

 

A list of staff members holding controlled master copies is maintained.  In this way, controlled documents that 
are revised can be easily distributed to the correct recipients.  

The holder of a master copy of a controlled document is referred to as the controller of the document.   

For each controlled document, the controlled document distribution register records: 

• the document name and author 

• current version details (version number and date) 

• the document controller 

• the authorising officer for designating the document controller 

• the distribution list of numbered controlled documents 

Types of controlled document 

Controlled documents are documents created in putting into action the policies of RANSFORD COLLEGE, 
certain learning material and assessment material supplied to students, and certain marketing and 
promotional materials supplied to students, agents or the general public.   

The CEO is responsible for the designation of documents as controlled documents. 

Version numbering and dating  

All distributed documents have version numbers in the footer of the document and in the file name.  The 
version number is in the format “vxx.yy month year”, where: 

• xx represents the version number of a major update to the material 

• yy represents the version number of a minor update 

• month and year denote the month and year of the update (in the format of month name followed by a space 
followed by the year).   

A major update is defined as one where the content or meaning of a part of the document is changed.  A 
minor update is defined as one where wording or formatting is changed, but the content or meaning of the 
whole of the document remains the same.  The first released version of a document will have version number 
1.0.  Prior, unreleased versions will be numbered 0.x. 

Categories of document 

The three major categories of document produced and used by RANSFORD COLLEGE are those which are used 
in support of: 

• training and assessment 

• learner support and welfare 

• marketing 

The CEO is responsible for making the determination of the category to which a document belongs. 

Responsibility for determination of version numbers and dates 

The Training Manager is responsible for assigning version numbers and dates to new or updated documents 
which are categorised as training and assessment documents. 

The Student Services Manager is responsible for assigning version numbers and dates to new or updated 
documents which are categorised as learner support and welfare documents. 

The Training Manager is responsible for assigning version numbers and dates to new or updated documents 
which are categorised as marketing documents. 

The CEO is responsible assigning version numbers and dates to new or updated documents which do not 
obviously fall into the categories of training and assessment, learner support and welfare, or marketing. 

Any question or dispute about the category of a document will be resolved by the CEO. 



 

 

Document archive procedure  

Documents are archived according to their purpose and use.  

Student records are maintained in the current students file for the period of enrolment of each student.  
Certain student records are kept for two years after the completion of a student’s enrolment according to the 
requirements of the ESOS Act (please refer to “Record Retention”).  

Thereafter, certain records about students must be kept according to the requirements of the Standards for 
RTOs 2015 for a period of 30 years.  These are: 

• Family name and first name 

• Residential postcode 

• Date of birth 

• Enrolment/commencement date 

• Code and title of course 

• Codes and titles of units of competency 

• Units of competency assessment results 

• Credentials and date issued. 

Please refer to the Information and records management policy and procedures for details of records kept. 

The two previous versions of marketing documents and learning material and assessment tools are archived in 
hard copy form.  These are archived in the “Archived marketing materials file set” and the “Archived learning 
material and assessment tools” file set respectively.  All versions of marketing material and learning material 
and assessment tools prior to that are destroyed.  



 

 

52. Privacy 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 8.4 
- Clause 8.5 

• National Code 2007 Standard 3.1(d) 

• Commonwealth Privacy Act 1988 

• Australian Privacy Principles 

Related Policies 

• Learner Support and Welfare Services 

• Enrolment Offer and Acceptance Agreement 

• Records Management 

• Record Retention 

• Fees and Charges 

• Applications, Offers and Enrolments 

• Education Agents 

• Welfare of Younger Students 

• Complaints and Appeals 

• Deferment, Suspension or Cancellation of Enrolment  

• Critical Incidents 

• Student Safety and Security 

Policy 

RANSFORD COLLEGE is committed to ensuring the privacy of all students and staff.   RANSFORD COLLEGE will 
collect personal information, manage and use it, and disclose it in a way that complies with relevant 
legislation.  

The Australian Privacy Principles of the Commonwealth Privacy Act (1988) underpin all aspects of RANSFORD 
COLLEGE's dealings with personal information. 

Procedures 

Collection and Use of Personal Information 

 RANSFORD COLLEGE ensures that it manages personal information in an open and transparent manner.   
RANSFORD COLLEGE will only collect personal information by fair and lawful means which are necessary for it 
to perform its functions.  RANSFORD COLLEGE is committed to ensuring the confidentiality and security of the 
information provided to it, in accordance with Privacy Act 1988 (Cth) and Australian Privacy Principles (APPs). 

 

 

 

 



 

 

For Overseas Students, information is collected on the application form and during student enrolment in order 
for RANSFORD COLLEGE to meet its obligations under the ESOS Act 2000 and the National Code 2007 and to 
ensure student compliance with the conditions of their visas and their obligations under Australian 
immigration laws generally. The authority to collect this information is contained in the Education Services for 
Overseas Students Act 2000, the Education Services for Overseas Students Regulations 2001 and the National 
Code of Practice for Registration Authorities and Providers of Education and Training to Overseas Students 
2007.  

For domestic students, information is collected on the application form and during student enrolment in order 
for RANSFORD COLLEGE to meet its obligations under the VET Quality Framework.   The authority to collect 
this information is contained in the National Vocational Education and Training Regulator Act 2011. 

How RANSFORD COLLEGE collects personal information 

Students are asked to supply information to RANSFORD COLLEGE when applying for enrolment, at orientation 
sessions and during the periods of study. Generally, this information includes name, address, telephone 
number(s), email addresses(s), date of birth, gender, citizenship, ethnic origin, religion, passport details, 
academic and English language attainments, disabilities, health information, including illnesses, allergies and 
dietary Information. 

At the time information is collected, students will be advised if they are required by a specific law to supply the 
information requested. 

Personal information supplied by individuals to RANSFORD COLLEGE will be used to provide information about 
study opportunities, course administration, academic information and to maintain proper academic records. If 
an individual chooses not to give RANSFORD COLLEGE certain information, then RANSFORD COLLEGE may be 
unable to enrol the individual in a course or supply them with appropriate information. 

In collecting personal information, RANSFORD COLLEGE will comply with the privacy requirements of the 
National Vocational Education and Training Regulator Act 2011and the APPs set out in the Privacy Act 1988 
(Cth).  

Disclosure of Personal Information 

Information collected about students on the enrolment application form and during enrolment can be 
provided, in certain circumstances, to the Australian Government and designated authorities and, if relevant, 
the Tuition Protection Service. In other instances, information collected on the enrolment application form and 
during enrolment can be disclosed without consent where authorised or required by law.  

This information includes personal and contact details, course enrolment details and changes, and the 
circumstance of any suspected breach of a student visa condition. 

RANSFORD COLLEGE will not disclose an individual’s personal information to another person or organisation 
unless: 

• the individual concerned is reasonably likely to have been aware, or made aware that information of that kind 
is usually passed to that person or organisation; 

• the individual concerned has given written consent to the disclosure; 

• RANSFORD COLLEGE believes on reasonable grounds that the disclosure is necessary to prevent or lessen a 
serious and imminent threat to the life or health of the individual concerned or of another person; 

• the disclosure is required or authorised by or under law; or 

• the disclosure is reasonably necessary for the enforcement of the criminal law or of a law imposing a pecuniary 
penalty, or for the protection of the public revenue. 

Where personal information is disclosed for the purposes of enforcement of the criminal law or of a law 
imposing a pecuniary penalty, or for the purpose of the protection of the public revenue, RANSFORD COLLEGE 
shall include in the record containing that information a note of the disclosure. 



 

 

Any person or organisation to whom personal information is disclosed as described in this procedure will be 
required to not use or disclose the information for a purpose other than the purpose for which the information 
was supplied to them. 

Cross-border disclosures 

Before RANSFORD COLLEGE discloses personal information to an overseas recipient, it will take reasonable 
steps to ensure that the overseas recipient does not breach the APPs (other than APP 1) in relation to that 
information.  

Security of Personal Information  

RANSFORD COLLEGE will take all reasonable steps to ensure that any personal information collected is relevant 
to the purpose for which is was collected, and accurate, up-to-date, complete, and not misleading. 

RANSFORD COLLEGE will store securely all records containing personal information and take all reasonable 
security measures to protect, personal information collected from unauthorised access, misuse or disclosure. 

Right to Access and Correct Records 

Individuals have the right to access or obtain a copy of the personal information that RANSFORD COLLEGE 
holds about them. Requests to access or obtain a copy of personal information must be made in writing. There 
is no charge for a student to access personal information that RANSFORD COLLEGE holds about them; 
however, we may charge a fee to make a copy. Individuals will be advised of how they may access or obtain a 
copy of their personal information and any applicable fees within 10 days of receiving their written request. 

If an individual considers their personal information to be incorrect, incomplete, out of date or misleading, 
they can request that the information be amended. Where a record is found to be inaccurate, a correction will 
be made. Where a student requests that a record be amended because it is inaccurate, but the record is found 
to be accurate, the details of the request for amendment will be noted on the record. 

Written requests for access to or to obtain a copy of personal information held by RANSFORD COLLEGE should 
be sent to the CEO at the address in the footer of this document. 

Publication 

These Privacy and Personal Information Procedures will be made available to students and prospective 
students by publication on RANSFORD COLLEGE’s websites. In order to ensure that students have given their 
informed consent for their personal information to be disclosed to certain third parties as outlined in this 
procedure, RANSFORD COLLEGE will advise students on enrolment about these procedures and where they are 
located. 

Complaints and Appeals 

If a student has a complaint or an appeal regarding privacy and personal information, the Complaints and 
Appeals Policy will apply. 



 

 

53. Fees and Charges 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  
- Clause 5.1 
- Clause 5.2 
- Clause 5.3 
- Clause 5.4 

• National Code 2007 Part D Clause 3.1 

• ESOS Act s27 

 

Related Policies 

• Qualifications and Statements of Attainment 

• Assessment 

• Assessment Processes 

• Assessment Moderation on Appeal 

• Recognition of Prior Learning 

• Learner Support and Welfare Services 

• Learner Support Needs Records 

• Language, Literacy and Numeracy 

• Refunds 

• Ethical Marketing 

• Applications, Offers and Enrolments 

• Education Agents 

• Transfer between Registered Providers 

• Complaints and Appeals 

• Monitoring Course Progress 

• Plagiarism, Collusion and Cheating 

• Information Provided to Applicants Prior to Enrolment 

• Student Handbook 

• Compliance with Statutory Requirements 

Related Documents 

• Application form 

• Enrolment offer and acceptance agreement 

 

Policy 

RANSFORD COLLEGE applies a range of fees and charges for programs and courses in relation to market 
demand. Students are provided with detailed information about fees and charges in the “Pre-enrolment 



 

 

information for intending Overseas Students” and the “Pre-enrolment information for intending local 
students” document.   

All fees and charges the student will be or may be required to pay during the period of enrolment are 
specified.  The information about fees and charges the student will be or may be required to pay during the 
period of enrolment is also provided in the “Enrolment offer and Acceptance Agreement” document, which is 
required to be signed by the student and a RANSFORD COLLEGE officer authorised by the CEO and (in the case 
of overseas students) the PEO. 

Procedures 

Conditions of enrolment  

The student will pay RANSFORD COLLEGE the fees specified in the offer enrolment and acceptance agreement.  
RANSFORD COLLEGE will not enrol the student in the course requested until the required fee payment is 
made. 

Instalments of course fees are to be paid on or before the dates listed in the Enrolment Offer and Acceptance 
Agreement.  RANSFORD COLLEGE may cancel the enrolment of students who do not make payment of course 
fees by the due dates, according to the deferment, cancellation and suspension policy and procedures. 

There is no requirement for RANSFORD COLLEGE to issue any qualification prior to the completion of the 
course.   RANSFORD COLLEGE may at its discretion vary this condition but only if the fees referred to in the 
offer enrolment and acceptance agreement are paid in full.  

Students are required to sign the enrolment offer and acceptance agreement prior to or concurrently with 
payment of their fee deposit.  Students are required to have a signed enrolment offer and acceptance 
agreement in place prior to commencing classes.  

The enrolment offer, and acceptance agreement will identify all of the fees the student will have to pay. 

Definitions  

Tuition Fees  

 

Refers to the cost of a qualification from a nationally endorsed Training 
Package or accredited course in which a student has enrolled. 

Application fee Refers to the administration and processing fee for enrolling a student.   

OSHC fee Refers to the fee for Overseas Student Health Cover, medical insurance 
scheme for Overseas Students 

Materials fee The fee for the equipment, textbook and/or workbooks and materials 
which are compulsory for the course(s) of study the student is undertaking 

Fees 

Course Fees: Course fees are listed in the most recent fee schedule, available from the student services 
manager 

Overseas Students OSHC (12 months) $498 

 Application for Enrolment $200 

Leadership and Management Course Material $360 

Accounting Course Material  $700 

Additional statement of attainment (one statement of attainment will be 
provided free of charge each term) $50 

Replacement of Qualification Certificate $50 

Repeat of unit (Third attempt onwards) $500 



 

 

Replacement of ID card $10 

RPL assessment (per unit of competency) $150 

“One-on-one” mentoring (for two-hour class) No charge 

Academic support class (for two-hour class) No charge 

Moderation on appeal (per assessment task per unit) No charge 

“Make up” class (in support of the completion within expected duration 
policy) (per class) No charge 

LLN skills assistance (per hour) No charge 

 

Fee increases 

Students are informed on the enrolment offer and acceptance agreement that tuition fees will not increase 
during their period of enrolment at RANSFORD COLLEGE.  

The additional fees identified above, may, however, be subject to increase.  Notices will be placed throughout 
the RANSFORD COLLEGE campus (es) notifying students if any of these fees are to increase.  Students will be 
provided with four weeks’ notice of the intention to increase any of these fees. 

Fee Payment  

Applicants must pay the following fees in order to secure their enrolment at RANSFORD COLLEGE: 

• A specified pre-payment tuition fees (this will be no more than 50% of the total course fees for overseas 
students) 

• Application Fee 

• WHSC fee (for overseas students) 

Fees are payable as agreed with RANSFORD COLLEGE and documented in the enrolment offer and acceptance 
agreement. The balance of fees is to be paid on the basis of an instalment program that is scheduled and 
agreed upon in the enrolment offer and acceptance agreement.  

Tuition fees will not be transferred to another educational institution.  

RANSFORD COLLEGE may restrict or withhold services or materials from students if fees are overdue.  

Overseas students 

For overseas students, no more than 50% of the tuition fees will be required to be made prior to 
enrolment.  A request for addition course fees will not be made prior to two weeks for the 
beginning of the second study period. 

Course abandonment 

In the event a student abandons the course, all fees due are payable to RANSFORD COLLEGE upon demand.  

Overseas students 

Overseas students may not transfer to another education provider prior to completing the first six months of 
their principal course.  

Course deferment, suspension or cancellation (RANSFORD COLLEGE initiated) 

The College may defer, suspend or cancel a student’s enrolment in accordance with RANSFORD COLLEGE’s 
Deferment, suspension or cancellation policy.  

Upon suspension of enrolment, the fees specified in the enrolment offer and acceptance agreement remain 
due on the scheduled dates.    



 

 

Course deferral, suspension or cancellation (Student initiated) 

Students may defer, suspend or cancel their course in accordance with RANSFORD COLLEGE’s Student 
Deferment, suspension and cancellation policy 

Upon suspension of the course the fees scheduled in the offer enrolment and acceptance agreement remain 
due on the scheduled dates.    

Course duration reduction 

There is no provision for students to reduce their course from the duration of that specified in the offer 
enrolment and acceptance agreement, except in circumstances of being granted credit transfers or recognition 
of prior learning according the credit transfer policy and the recognition of prior learning policy. 

Domestic student tuition fee protection 

RANSFORD COLLEGE holds current membership of the ACPET TAS Tuition Assurance Scheme, which is 
approved by ASQA.   

RANSFORD COLLEGE’s membership of the ACPET TAS ensures that If RANSFORD COLLEGE is unable to provide 
services for which a learner has prepaid, the learner will be placed into an equivalent course such that: 

• the new location is geographically close to where the learner had been enrolled, and 

• the learner receives the full services for which they have prepaid at no additional cost to the learner  

RANSFORD COLLEGE’s membership of the ACPET TAS ensures if an equivalent course cannot be found, the 
learner is paid a refund of any prepaid fees for services yet to be delivered above the threshold prepaid fee 
amount. 

Overseas student tuition fee protection 

RANSFORD COLLEGE assures the security of overseas student fees through its compliance with the 
requirements of the Tuition Protection Service and the Education Services for Overseas Students 
Act 2000 (ESOS).  

Students are informed of the following on the Enrolment Application and Acceptance Agreement: 

“In the unlikely event that RANSFORD COLLEGE is unable to deliver your course in full, you will be 
offered a refund of all the unused prepaid tuition fees that you have paid to date. The refund will 
be paid to you within 2 weeks of the day on which the course ceased being provided.  

Alternatively, you may be offered enrolment in an alternative course by RANSFORD COLLEGE at no 
extra cost to you. You have the right to choose whether you would prefer a full refund of tuition 
fees, or to accept a place in another course. If you choose placement in another course, we will ask 
you to sign a document to indicate that you accept the placement. 

If RANSFORD COLLEGE is unable to provide a refund or place you in an alternative course, the 
Tuition Protection Service will provide you with assistance in finding an alternative suitable course 
at another education provider. 

In the event a student cannot find an alternative course placement option, the student will be 
eligible to request a refund of unexpended pre-paid tuition fees from the TPS, and will be required 
to comply with any relevant immigration requirements.” 

The Training Manager is responsible for the establishment and maintenance of a designated bank 
account into which the fee prepaid by each overseas student will be held until the student 
commences study. 

Course materials 

The materials fee includes the cost of all class handouts, workbooks and text books which are 
provided to the student by RANSFORD COLLEGE.  Students will not be required to purchase any 
additional text books.  



 

 

54. Refunds 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 5.3 

• National Code 2007 

- Part D Clause 3.2 

Related Policies 

• Offer Enrolment and Acceptance Agreement 

• Learner Support and Welfare Services 

• Fees and Charges 

• Applications, Offers and Enrolments 

• Education Agents 

• Transfers between Registered Providers 

• Monitoring Course Progress 

• Student Handbook 

• Deferment, Suspension or Cancellation of Enrolment 

• Critical Incidents 

• Plagiarism, Collusion and Cheating 

• Governance and Probity 

Related Documents 

• RANSFORD COLLEGE Refund request form 

Policy 

RANSFORD COLLEGE will provide a full refund to a student in the case of default by RANSFORD COLLEGE.  
RANSFORD COLLEGE will provide a full or partial refund to a student in the case of default by the student. 

Procedures 

Definitions 

Agreed starting day  

This means the day of scheduled course commencement, or a later day agreed between RANSFORD COLLEGE 
and the student as the commencement day in the enrolment offer or the (in the case of an overseas student) 
the confirmation of enrolment (“CoE”). 

 

 

 

 

 



 

 

Default by RANSFORD COLLEGE 

This refers to those instances where: 

• The course does not start on the agreed starting day, or 

• The course ceases to be provided at any time after it starts but before it is completed, or 

• The course is not provided in full to the student because a sanction has been imposed on ransford college 
under the nvr act 2011 and/or the education services for overseas students act 2000 

• And the student has not withdrawn before the day of default. 

Default by the student  

This refers to those instances where: 

• The course starts on the agreed starting day, but the student does not start the course on that day (and has 
not previously withdrawn); or 

• The student withdraws from the course (either before or after the agreed starting day); or 

• Ransford college refuses to provide, or continue providing, the course to the student because of one or more 
of the following events: 

- The student failed to pay an amount he or she was liable to pay ransford college, directly or indirectly 
(including any course money collected by education agents or other parties on behalf of ransford college, in 
order to undertake the course); 

- In the case of an overseas student, the student breached a condition of his or her student visa, or 

- Misbehaviour by the student, as defined by ransford college’s published rules. 

Default day  

This means the following: 

• The day on which the course does not start or the day a student does not start the course (and has not 
previously withdrawn); or 

• The day on which the course ceased to be provided; or 

• The day on which the student withdraws from the course; or 

• The day on which ransford college refuses to provide, or continue providing, the course to the student due to 
the student’s failure to pay ransford college an amount he or she was liable to pay, the student breached a 
condition of his or her student visa (if the student is an overseas student) and/or misbehaviour by the student. 

Applying for a refund 

All applications for a refund must be made using RANSFORD COLLEGE’s refund application form.  This is 
available from the reception desk or from the Student Services Manager. 

Payment of refunds 

All refunds will be paid to the person with whom RANSFORD COLLEGE has a contract unless written authority 
is received by RANSFORD COLLEGE to pay another party.  The postal address for refund applications is 
provided in the Pre-enrolment information for Intending Overseas Students booklet, the Pre-enrolment 
information for domestic student’s booklet and the student handbook. 

All approved refunds are made payable to and sent to the student or his/her agent (if written authority has 
been obtained to do so), in the country of origin as applicable in Australian dollars.   

Refund of fees other than tuition fees 

Application Fees are non-refundable under any circumstances.   

Materials fees and WHSC fees are refundable in the event of a student not commencing provided 14 day’s 
notice is provided prior to the agreed starting day.   Materials fees are not refundable if a student withdraws 



 

 

from a course, or if a student’s enrolment is cancelled.  There is no refund available for substitution of 
materials. 

Overseas students 

WHSC fees are refundable in the event of a student not commencing provided 14 days’ notice is provided prior 
to the agreed starting day.   Materials fees are not refundable if a student withdraws from a course, or if a 
student’s enrolment is cancelled.  There is no refund available for substitution of materials. 

Refunds of tuition Fees  

RANSFORD COLLEGE will refund tuition fees as follows 

• in the case of an overseas student, if the student is refused a visa, RANSFORD COLLEGE will provide a full 
refund 

• If enrolment is cancelled more than 10 weeks prior to the agreed starting day, 20% of the Tuition Fee shall be 
retained by RANSFORD COLLEGE 

• If enrolment is cancelled between four to ten weeks prior to the agreed starting day, 30% of the Tuition Fee 
shall be retained by RANSFORD COLLEGE 

• If enrolment is cancelled less than 4 weeks prior to the agreed starting day, there will be no refund 

• If enrolment is cancelled after the agreed starting day (including, in the case of overseas students, but not 
limited to cancellation of visa or cancellation of CoE for failure to comply with the RANSFORD COLLEGE student 
Code of Conduct or to meet satisfactory course progress requirements), there will be no refund 

The refunds above will be made within 28 days weeks of the date of receipt by RANSFORD COLLEGE of the 
student’s written notice advising of cancellation of enrolment.  Any commission paid to an agent in relation to 
the student’s recruitment shall be deducted from the above refund. 

Conditions 

• The date for cancellation of enrolment is the date that RANSFORD COLLEGE receives the student’s written 
application for cancellation of enrolment. 

• In the case of an overseas student where a student’s visa is refused the student must provide RANSFORD 
COLLEGE with certified evidence that the application for a student visa has been refused. 

• Where a student has enrolled in more than one course with RANSFORD COLLEGE, then the agreed starting day 
is the commencement date of the first course in which the student is enrolled 

• In the event that a student has not paid his or her applicable tuition fee the amount RANSFORD COLLEGE may 
retain shall be a debt that is due and payable by the student together with any expenses, costs or 
disbursements incurred by RANSFORD COLLEGE in recovering outstanding monies, including but not limited to 
debt collection agency fees and legal costs. 

Default by RANSFORD COLLEGE 

Where RANSFORD COLLEGE is in default then RANSFORD COLLEGE shall refund the total of the unused portion 
of prepaid tuition fees received in respect of the student (including any course money collected by education 
agents or other parties on behalf of the registered provider) prior to the default day.  

RANSFORD COLLEGE will make payment of the refund within 14 days after the default day. 

 

 

 

 

 

 



 

 

Overseas students 

The following plain English statement is provided to all applicants for enrolment as overseas students: 

“In the unlikely event that RANSFORD COLLEGE is unable to deliver your course in full, you will be offered a 
refund of all the unused prepaid tuition fees that you have paid to date. The refund will be paid to you within 2 
weeks of the day on which the course ceased being provided.  

Alternatively, you may be offered enrolment in an alternative course by RANSFORD COLLEGE at no extra cost 
to you. You have the right to choose whether you would prefer a full refund of tuition fees, or to accept a 
place in another course. If you choose placement in another course, we will ask you to sign a document to 
indicate that you accept the placement. 

If RANSFORD COLLEGE is unable to provide a refund or place you in an alternative course, the Tuition 
Protection Service will provide you with assistance in finding an alternative suitable course at another 
education provider. 

In the event a student cannot find an alternative course placement option, the student will be eligible to 
request a refund of unexpended pre-paid tuition fees from the TPS, and will be required to comply with any 
relevant immigration requirements.” 

Consumer protection laws 

The agreement of the student to the conditions stated in the offer acceptance agreement, and the availability 
of complaints and appeals processes, does not remove the right of the student to take action under Australia’s 
consumer protection laws. 

Other legal remedies 

These Terms and Conditions do not circumscribe the Student’s right to pursue any other legal remedies. 

The above information about the RANSFORD COLLEGE refund policy is provided in the RANSFORD COLLEGE 
document “Pre-enrolment Information for Intending Overseas Students”. 

This refund policy is clearly shown on the offer acceptance agreement signed by the student.  



 

 

55. Ethical Marketing 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 
- Clause 4.1 (a) (b) (c) (d) (e) (f) (g) (h) (i) (j) (k) (l) 
• ESOS Act Section 15 

 

 

• National Code 2007  
- Part C Clause 7.1 
- Part D Clause 1.1,  
- Part D Clause 1.2,  
- Part D Clause 1.3  
- Part D Clause 2.1

Related Policies 

• Student Support and Welfare Services 

• Staff Recruitment and Selection 

• Staff Induction 

• Fees and Charges 

• Refunds 

• Applications, Offers and Enrolments 

• Student Orientation 

• Education Agents 

• Welfare of Younger Students 

• Information Provided to Applicants Prior to Enrolment 

• Student Handbook 

• Compliance with Statutory Requirements 

• Transfer between Registered Providers 

• Qualifications and Statements of Attainment 

• Records Management 

Related Documents 

• International Student Pre-Enrolment Information Kit 

• Course brochure 

• Marketing material checklist 

• Request to update marketing material 

• Chief Executive Officer (CEO’s) approval / rejection of request to update marketing material 

• CEO’s approval for release of updated material 

Policy 

The RANSFORD COLLEGE ethical marketing policy is designed to protect the reputation and integrity of 
RANSFORD COLLEGE and of the international education industry in Australia.   



 

 

The policy has been developed to ensure that it only markets the training products on its scope of registration 
and the information provided in the marketing material clear, accurate, current and accurately represent the 
services it provides.    

This policy applies in regard to all information disseminated directly by RANSFORD COLLEGE and to 
information disseminated on behalf of RANSFORD COLLEGE by third-parties with which RANSFORD COLLEGE 
has entered into an agreement.  References to RANSFORD COLLEGE marketing material are references to 
material which provides information about RANSFORD COLLEGE and its courses, whether that information is 
disseminated by RANSFORD COLLEGE or a third-party with whom RANSFORD COLLEGE has entered into an 
agreement. 

All RANSFORD COLLEGE marketing material and the RANSFORD COLLEGE website will present information in 
an ethical, professional and responsible manner, enabling potential students and clients to make informed 
decisions about studying with RANSFORD COLLEGE in Australia.  All marketing material and information for 
overseas students will contain RANSFORD COLLEGE’s name and CRICOS provider code.    

Using the information provided to them in marketing documents, intending students will be able to make 
informed decisions about which courses to undertake.  They will know whether the course they choose will 
provide them with a qualification or a specific skill set, and whether it will provide them with entry 
requirements to employment or other qualifications. 

In regard to overseas students, RANSFORD COLLEGE recruiters and marketers will refer all queries about 
migration outcomes to the CEO of RANSFORD COLLEGE, who will ensure that correct and accurate information 
is provided.  All marketing documents which contain information about course outcomes and pathways will be 
clear and unambiguous about those outcomes and pathways.   

Information provided in marketing documents will be in a format that is easy to read and written in plain 
English to make it easy to understand.  The CEO is responsible for checking that marketing material meets 
RANSFORD COLLEGE’s ethical and quality standards and determine whether RANSFORD COLLEGE is able to 
honour all commitments made in the marketing information.  

Procedures 

The CEO is responsible to ensuring that all marketing material (including the RANSFORD COLLEGE website) is 
developed in an ethical, professional and responsible way, consistent with the requirements of the Standards 
for RTO 2015, National Code 2007 and RANSFORD COLLEGE ethical marketing policy.    

Responsibility for ethical development and review of marketing material 

The CEO is responsible to ensure that the marketing material developed is done in a professional manner and 
to not given false or misleading information.  

Information contained in marketing material about policies and procedures, course structure, course entry 
requirements, and educational, employment and migration pathways must be accurate, up-to-date and 
conform to the requirements of relevant legislation and regulations, ASQA, DOE, DIBP and other government 
bodies and regulatory agencies.   

All marketing material in printed and electronic form must be submitted, reviewed and approved by the CEO 
before it is released for publication.    

All marketing material will clearly identify RANSFORD COLLEGE’s RTO code, provider name and CRICOS 
number. 

The CEO is responsible for checking the accuracy, currency and conformity of developed marketing material 
and provide their approval prior to be being published.   

When marketing material becomes obsolete it will kept as an electronic copy on the RANSFORD COLLEGE 
server for five (5) years. 



 

 

Circumstances under which marketing material should be updated 

Marketing material is updated whenever information which might influence a student’s choice about studying 
at RANSFORD COLLEGE changes.  Such changes include: 

• the addition or removal of a qualification from RANSFORD COLLEGE’s scope 

• changes to course content 

• changes to conditions of enrolment or enrolment procedures 

• changes to agent arrangements 

• changes to RANSFORD COLLEGE senior staff 

• changes to campus locations 

• changes to third-party partnership arrangements 

Marketing material will also be updated if requested by the CEO, ASQA and RANSFORD COLLEGE enters into a 
formal arrangement with another provider for the provision of pathway programs or if there are changes in 
educational or employment outcomes which apply to students enrolling in a course at RANSFORD COLLEGE.  

Nationally Recognised Training (NRT) Logo 

RANSFORD COLLEGE will ensure the provision of the Nationally Recognised Training (NRT) logo will be done in 
accordance with the Standards for Registered Training Organisations, Schedule 4; The NRT logo is a 
distinguishable mark of quality for promoting and certifying national vocational education and training leading 
to Australian Qualifications Framework (AQF) qualifications or Statements of Attainment.   

Consistently with the “NRT Conditions of Use” provided by ASQA, RANSFORD COLLEGE will use the NRT logo 
only on such promotional material as is used to promote nationally recognised training which is within 
RANSFORD COLLEGE’s scope of registration.   

The NRT logo will not be used on products as corporate stationery, business cards, building signage, mouse 
pads, satchels, and packaging around products nor learning resources supporting training. 

The NRT logo will be depicted on all AQF certification documents issued by RANSFORD COLLEGE.   These can 
only be issued when the training delivered is covered by RANSFORD COLLEGE’s scope of registration.   

Please refer to the Qualifications and Statements of Attainment policy. 

RTO Name and Code 

The Business Development Manager and CEO is responsible for ensuring that RANSFORD COLLEGE’s business 
name, RTO code, RTO CRICOS code and course code are included in all printed and electronic forms of 
marketing material and website prior to approval. 

Marketing by third-party partners 

The Business Development Manager is responsible for ensuring that all marketing material provided and used 
by an authorised third-party partner which recruits students on behalf of RANSFORD COLLEGE (i.e. an 
organisation with which RANSFORD COLLEGE has an agreement for such recruitment) will have access to its 
current marketing information and will make clear to potential students the fact that the third-party is 
recruiting on RANSFORD COLLEGE’s behalf. 

Delivery by third-party partners 

The Business Development Manager is responsible for ensuring that all marketing material contains 
information when an authorised third-party partner (i.e. an organisation with which RANSFORD COLLEGE has 
an agreement for such delivery) delivers training and assessment on behalf of RANSFORD COLLEGE for a part 
or whole of the qualification on RANSFORD COLLEGE’s scope of registration. RANSFORD COLLEGE will ensure 
marketing material in printed and electronic form will state the fact that the third-party is delivering training 
and assessment on RANSFORD COLLEGE’s behalf. 



 

 

Delivery of Training and Assessment by a third-party partner 

The Business Development Manager is responsible for ensuring that all marketing material used by RANSFORD 
COLLEGE makes clear which training products and units of competency are being delivered and/or assessed by 
a third-party on behalf of RANSFORD COLLEGE (i.e. an organisation with which RANSFORD COLLEGE has a 
current agreement in place for such delivery and how student will receive their result or issuance of a 
statement of attainment). 

Distinguishing between VET accredited and non-accredited training courses 

The Business Development Manager is responsible for ensuring that all marketing material used by RANSFORD 
COLLEGE make a clear distinction between nationally recognised training and assessment leading to the 
issuance of AQF certification documentation and from other training or assessment delivered by RANSFORD 
COLLEGE. 

Referring to other people or organisations 

RANSFORD COLLEGE’s Business Development Manager will ensure that all marketing material, including that 
which is used by authorised third-parties on RANSFORD COLLEGE’s behalf, which makes reference to other 
people or other organisations will only be used when those people or organisations have provided their 
consent in writing prior to publication.   

The Business Development Manager is responsible for ensuring that a file is kept of written consent 
documents provided by such people and third-parties and is regularly updated when amendments are made 
affecting any part of the reference to other people or other organisations. 

Licensing and regulatory outcomes 

The Business Development Manager is responsible for ensuring that RANSFORD COLLEGE only advertises or 
markets that a training product it delivers will enable students to obtain a licensed or regulated outcome 
where this has been confirmed by the industry regulator in the jurisdiction in which it is being advertised. 

Formal acceptance of revised marketing material 

If there is a need to revise or update marketing material, the Business Development Manager must submit a 
“Request to update marketing material” form to the CEO.  Using the form, the Marketing Manager provides 
details of the reasons the material needs to be updated.   

The CEO approves or rejects the request to update marketing material by use of the “Approval / rejection of 
request to update marketing material” form. 

The Business Development Manager must provide all draft updated material to the CEO for checking.  The CEO 
provides formal acceptance of the updated material by use of the “CEO’s approval for release of updated 
marketing material”.     

The Business Development Manager ensures that the revised Marketing Material is version controlled 
according to the Document Version Control procedure.  A hard copy of the revised material is placed in the 
Marketing Materials hard file and a soft copy is placed on the RANSFORD COLLEGE shared network drive.  The 
application for approval to update marketing material, the CEO’s approval to update marketing material and 
the CEO’s approval for release of updated marketing material should all be placed in the marketing material 
hard file.  

Distribution of revised marketing material 

The Business Development Manager is responsible for ensuring that all education agents are advised by email 
of the availability of revised marketing material and within 7 days from the email being sent to follow up with a 
phone call or physical meeting to occur to confirm delivery of the material.  

The email identifies the marketing documents which have been revised and the name and version number of 
the revised material.  The email indicates that the revised material is being sent to the agent and that it should 
be used immediately it is received.   



 

 

Education Agents are instructed and will be required to dispose of all remaining stock of the obsolete 
marketing material within 14 days of receipt of revised marketing material.  

File storage of revised marketing material 

The Business Development Manager is responsible for the archiving of all previous versions of revised 
marketing material according to the Document Archive procedure.  Revised marketing material is kept in the 
Marketing Materials hard file and in the current Marketing Materials folder on the RANSFORD COLLEGE shared 
network drive.  All previous versions of marketing material are archived according to the Document Archive 
procedure.  

Restrictions on recruiting in conflict with National Code Standard 7 

All marketing material will make it clear that Standard 7 of the National Code of the ESOS Act allows transfers 
between registered providers during the first six months of a student’s enrolment only under exceptional 
circumstances.  All RANSFORD COLLEGE staff will be made aware at induction and by use of this Policies and 
Procedures Manual of the restrictions on engaging and recruiting potential students in conflict with Standard 
7. 

Version numbering and dating 

All RANSFORD COLLEGE marketing material will be version controlled to identify the most current versions and 
remove obsolete versions. Marketing material will have version numbers applied according to the RANSFORD 
COLLEGE policy and procedures for document version control.  Please refer to the Records Management 
Policy.



 

 

56. Applications, offers and enrolments 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 5.1 
- Clause 5.2 (a) (b) (c) (d) (e) 

 
 
 
 

• National Code 2007   

- Part D Clause 1.3 

- Part D Clause 2.1 

- Part D Clause 2.2 

- Part D Clause 3.1  

- Part D Clause 3.2  

Related Policies 

•  Training and Assessment Strategies 

• Fees and Charges 

• Refunds 

• Education Agents 

• Deferment, Suspension or Cancellation of Enrolment 

• Information Provided to Applicants Prior to Enrolment 

• Enrolment Offer and Acceptance Agreement 

• Ethical Marketing 

• Welfare of Younger Students 

• Monitoring Course Progress 

• Student Handbook 

Related Documents 

• Enrolment Offer and Acceptance Agreement 

• Pre-enrolment information for intending Overseas Students 

• Pre-enrolment information for intending local students 

• Application Cover Page Checklist 

• Offer Cover Letter 

• Rejection Letter 

• Enrolment Application Form 

• Invoice 

 

 

 

 

 



 

 

Policy 

RANSFORD COLLEGE will undertake assessment of applications for enrolment at RANSFORD COLLEGE fairly 
against the entry requirements and to be free of discrimination.  If an applicant does not meet entry 
requirements, assistance will be provided to identify alternative courses of action.    

All applicants who come and submit an application for enrolment will be treated fairly and equitably by all 
RANSFORD COLLEGE staff, and provided with an ethical, thorough, sensitive and non-discriminatory 
service.  One of the key requirements of RANSFORD COLLEGE staff is their demonstration of a thorough 
understanding of the need for cultural sensitivity in dealing with students.  

Students who are assessed as meeting the requirements for those chosen course will be provided with a cover 
letter and enrolment offer. The Student Services Manager is responsible for the safe handling of documents 
and ensure each document is filed correctly in the student’s file. 

All RANSFORD COLLEGE staff and agents are obliged to abide by RANSFORD COLLEGE’s ethical marketing 
policy, which ensures that marketing activities present information to applicants that is accurate, correct and 
current. 

Procedures 

Applications 

The following procedure applies for applications for entry to courses at RANSFORD COLLEGE.  This information 
is provided to applicants in the documents entitled “pre-enrolment information for intending Overseas 
Students” and “pre-enrolment information for intending domestic students” which are available on the 
RANSFORD COLLEGE website.  The document “pre-enrolment information for intending Overseas Students” is 
provided to all overseas education agents.   

Applicants are also directed to RANSFORD COLLEGE’s course outlines for more detailed information about the 
programs available.  The outlines contain information about all of the qualifications offered by RANSFORD 
COLLEGE, including their duration. 

Overseas students 

Visa requirements 

This information applies to applicants who are non-Australian residents.  Applicants who intend to stay in 
Australia for three months or less may apply for a short stay visa.   Applicants who intend to study in Australia 
for a period of greater than three months require a student (Temporary) visa.   Student visas are granted only 
to students enrolled in a registered, full-time course in Australia.     

Further information about the visa requirements for international students is available from these Australian 
government websites: 

www.studyinaustralia.gov.au  

www.immi.gov.au  

Course entry requirements 

To satisfy the academic requirements for course entry, applicants who will be overseas students require one of 
the following:  

-  completion of Year 12 or equivalent in Australia with a satisfactory pass in English  

-  completion of secondary studies in their home country equivalent to an Australian Year 12 
 qualification  

-  completion of a recognised foundation course in Australia with a pass in all subjects 

The following table maps the equivalence of a sample set of overseas secondary level qualifications to 
Australian senior secondary qualifications.  The table identifies the qualification which students may attain in 
that country which is equivalent to successful completion of  Year 11 and Year 12 in Australia.   



 

 

These include:  

Bahrain -   General Secondary School Certificate 

Bangladesh -  Higher School Certificate (2nd division pass of 50-55%) 

China -   Completion of Gao Er and Gao San 

Hong Kong -  Grade E in four relevant subjects of HKCEE (excluding Chinese, Chinese History and  
 Religious Studies 

India -   First Class pass in Standard XI or 2nd class pass in Standard XII of the All India Senior  
 School Certificate  

Indonesia-  Grade 6.5 in relevant academic subjects in SMU2 

Japan -  Upper Secondary School Year 2 Grade 3-4 in relevant academic subjects, or Upper  
 secondary school Year 3 Grade 2-3 in relevant academic subjects 

South Korea-  Upper secondary school Year 2 Grade B and C in relevant academic subjects 

Malaysia -  An aggregate of 30 or less across five relevant academic subjects in SPM 

Singapore -  An aggregate of 30 or less across five relevant academic subjects in O Level (or   
 Prelim) 

Thailand  -  Matayom 5 Grade average of 2.5 in relevant academic subjects 

Enrolment application form  

Applicants must complete all of the details on the RANSFORD COLLEGE application enrolment form and 
forward it to RANSFORD COLLEGE at the address shown on the form (by email, mail or in person).   

Applicants who wish to apply for credit transfer or recognition of prior learning should obtain from the Student 
Services Manager the relevant application form. (Refer to Credit Transfer, Recognition of Prior Learning). 

Supporting documents 

The following documents should be supplied with the application form: 

• certified copy of passport (overseas students only) 

• original or certified copies of English test result documents (IELTS, TOEFL or other internationally recognised 
exam consistent with DIBP regulations (overseas students only) 

• original or certified copies of academic certificates and transcripts  

• any other supporting information  

Important note:  All documents supplied in support of an application for enrolment at RANSFORD COLLEGE 
must be originals or certified copies of English translations of the originals. 

Assessing course entry requirements 

Applications for entry are assessed initially by the Student Services Manager to ensure that the enrolment 
application form has been correctly completed.   The Student Services Manager completes the application 
cover page checklist, ensuring that all of the documentation required to proceed with the processing of the 
application have been supplied.  The Student Services Manager then forwards the enrolment application form 
and the supporting documents to the CEO who will examine them to determine the eligibility of the applicant 
for entry to the course, according to the course entry requirements.   

Documents produced in response to an application which meets entry requirements 

If the supplied documentation provides evidence of satisfactorily meeting the course entry requirements, the 
CEO will sign the application cover page checklist and return all of the documentation to the Student Services 
Manager who will then generate: 

• an offer cover letter 

• an enrolment offer and acceptance agreement 



 

 

• an invoice.   

Student Services Manager signs the Offer Enrolment and Acceptance Agreement 

The Student Services Manager signs the Offer Enrolment and Acceptance Agreement on behalf of RANSFORD 
COLLEGE and organises for all of the documents to be forwarded to the applicant. 

Filing documents in the current offers file 

Copies of the offer cover letter, the enrolment offer and acceptance agreement, all of the documents supplied 
by the student in support of the application, and the application cover page checklist are filed in the current 
offers file set.  

A file is kept in the current offers file set for every applicant to whom an offer has been made. 

Application rejections 

If the documentation supplied with an application does not provide evidence of satisfactorily meeting the 
course entry requirements, the CEO will indicate on the application cover page checklist that the application is 
rejected, and list any additional evidence the student should provide in order for the application to be 
reconsidered.    

The Student Services Manager will generate a letter indicating that the application has been rejected.  The 
letter will include details of additional information which must be supplied in order for the application to be 
reconsidered.   The applicant will be invited to email or telephone the Student Services Manager to discuss the 
application and any alternatives which might be available to the applicant. 

Copies of the rejection letter, all of the documents supplied by the applicant in support of the application, and 
the application cover page checklist are filed in the rejected offers file set.    

A file is kept in the rejected offers file set for each unsuccessful applicant. 

Accepting an offer by countersigning and returning the enrolment offer and acceptance agreement 

An applicant can accept an offer by countersigning the enrolment offer and acceptance agreement and 
returning it by mail (or in person if the applicant is onshore) to RANSFORD COLLEGE.  The student must accept 
the offer by signing the Enrolment Offer and Acceptance Agreement.    

The student may make payment concurrently with the return of the signed Enrolment Offer and Acceptance 
Agreement, or after returning the Enrolment Offer and Acceptance Agreement.   

Payment will not be accepted from applicants who have not returned to RANSFORD COLLEGE their completed 
and signed Enrolment Offer and Acceptance Agreement.   

 

  



 

 

 

Overseas students 

Requirement for agent to sign the enrolment offer and acceptance agreement 

Please note that the Offer Enrolment and Acceptance Agreement must also be signed by the 
applicant’s education agent as evidence that the agent understands the terms and conditions of 
the enrolment offer and acceptance (Please refer to the Education Agents policy). 

English language requirements 

To satisfy the English language proficiency requirements, students require an IELTS certificate 
showing a score of at least 5.5 overall band, with no individual lower band than 5.0 (or other 
equivalent internationally recognised English test result consistent with DIBP regulations – see 
below).   

Alternatively, an IELTS 5.0 certificate (or equivalent) is required, plus certified evidence of 
attainment of Upper-Intermediate level from a NEAS accredited education provider registered with 
the designated regulator, or completion of “Year 12 or equivalent in Australia” (see definition 
above). 

Recognised English test results 

The following tests results are recognised by RANSFORD COLLEGE as sufficient to satisfy the English 
language entry requirements: 

• International English Language Testing System (IELTS) score 5.5 overall band with no individual 
lower band than 5  

• ISLPR 3+  
• TOEFL 530 (paper PBT)/197(computerised)  
• Cambridge FCE – First Certificate in English  
• TOEIC 600-700 

Details of course entry requirements are provided in the pre-enrolment information for intending 
students and on the RANSFORD COLLEGE website. 

Authenticity of IELTS providers 

The authenticity of IELTS providers that have issued results of IELTS English language assessment 
will be checked using the “Test Centre Search” facility of the IELTS website. 

Initial Payment  

Initial payment, prior to the issuing of a Confirmation of Enrolment (CoE), is required for: 

• Application Fee 
• materials fees 
• WHSC fee 
• first instalment of the tuition fee as detailed on the Enrolment Offer and Acceptance Agreement 

Each of these fees is itemised on the Enrolment Offer and Acceptance Agreement. 

Confirmation of Enrolment 

After the required initial payment is received, RANSFORD COLLEGE will issue a Confirmation of 
Enrolment for Overseas Students (CoE) by use of the PRISMS system.   

Applying for a visa 

After an applicant has received a CoE, he/she can apply for a visa.  To do this, the applicant will 
need to contact the Australian embassy or mission in their home country.  Some countries allow 
online visa applications using the e-Visa function.  The Australian Education Centre, Australian 
Diplomatic Mission or a recognised education agent will give applicants advice and assistance in 



 

 

preparing their application.  Applicants will be asked to have a medical examination as part of the 
visa process.  

Special forms will be provided for the doctor to complete.  

Documents to be filed upon acceptance of an offer 

Upon acceptance of an offer, the file for the applicant in the current offers file set is moved to the 
current students file set.  A file is kept in the current students file set for every student.  The 
Student Services Manager is responsible for ensuring that all documents are filed correctly in the 
student’s file. 

Checking students’ passports 

At or before enrolment, RANSFORD COLLEGE will check the passport of each student.  A copy of 
the relevant passport pages and the visa stamp will be placed in the student’s file. 



 

 

57. Enrolment Offer and Acceptance Agreement 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• ESOS Act s27-30 

• Standards for RTOs 2015 

- Clause 5.1 
- Clause 5.2 (a) (b) (c) (d) (e) 

 

• National Code 2007 

- Part D Clause 1.3 

- Part D Clause 2.1 

- Part D Clause 3.1  

- Part D Clause 3.2  

Related Policies 

• Fees and Charges 
• Refunds 
• Privacy 
• Education Agents 
• Deferment, Suspension or Cancellation of Enrolment 
• Information Provided to Applicants Prior to Enrolment 
• Applications, Offers and Enrolments 
• Completion within Expected Duration 
• Language, Literacy and Numeracy 
• Assessment 
• Ethical Marketing 
• Teaching and Learning 
• Welfare of Younger Students 
• Monitoring Course Progress 

Related Documents 

• Enrolment offer and acceptance agreement 

• Enrolment application form  

Policy 

All applicants who were found to meet the eligibility criteria for enrolment in a course at RANSFORD COLLEGE 
will be provided with an enrolment offer and acceptance agreement which protects students and contains all 
relevant information and instruction on how to confirm acceptance of the enrolment offer. 

RANSFORD COLLEGE will ensure that applicants are provided with accurate information on the course, campus 
facility, third party arrangements, and course fees, description of ESOS framework, Enrolment options, 
transferring to another registered provider, complaints and appeals and living in Australia.  

Confirmation of acceptance is completed by the applicant returning the completed acceptance agreements 
and providing confirmation of payment of fees.  

The Register/Administrator is responsible for the generation of confirmation of enrolment letters via PRISMS.  

Procedures 

Enrolment Offer and Acceptance Agreement 



 

 

The Enrolment Offer and Acceptance Agreement constitutes an offer by RANSFORD COLLEGE with the student 
and makes provision for acceptance by the student.   

It contains the following: 

• Name and address of the applicant 

• Date and country of birth of the applicant 

• Student identification (generated by RANSFORD COLLEGE) 

• For each course in which the student is enrolling: 
- RTO code 
- RANSFORD COLLEGE Name 
- RANSFORD COLLEGE Australian Business Number 
- Unit codes of units of competency comprising the qualification 
- Course CRICOS code 
- Tuition weeks 
- Duration (including holidays) 
- Start date 
- End date 
- Application Fee 
- Tuition fee 
- Materials fee 
- Total fee 
• Total duration of courses  
- Duration in weeks 
- Start date 
- End date 
• Total fees 
-  Total fees to be paid by the student 
§ Total of Application Fees 
§ Total of materials fees 
§ Total tuition fee 
§ WHSC fee 
§ Total fee 
- Total fees due and payable by the student in order to be issued a CoE 
§ Total of Application Fees 
§ Total of materials fees 
§ Total tuition fee 
§ WHSC fee 
§ Total fee 
• The period covered by the total fee due and payable 

• An explanation of the materials fee (includes the cost of all class hand-outs and text books which are provided 
to the student by RANSFORD COLLEGE.  Students will not be required to purchase any additional text books or 
class materials.) 

• Tuition fee payment schedule 

• Details (explanations and amounts) of additional fees that the student may be required to pay during the 
period of enrolment. 

- Moderation on appeal (per assessment)  
-  “Make-up” classes  
- LLN skills assistance  



 

 

- Additional Statement of Attainment  
- Academic support classes (per 2-hour class)  
- Repeat of unit  
- RPL assessment (per unit of competency) 
- One-on-one mentoring (per hour) 
• The following notes: 

- Fee increases 

Tuition fees will not increase during a learner’s period of enrolment at RANSFORD COLLEGE.  The additional 
fees identified above, may, however, be subject to increase.  Notices will be placed throughout the campus 
notifying students if any of these fees are to increase.  Students will be provided with four weeks’ notice of the 
intention to increase any of these fees.   

- Reassessment 

All students are provided with one opportunity for reassessment for each assessment task which they do not 
satisfactorily complete.  No fees are charged for reassessments under any circumstances. 

- Statements of Attainment 

A formal Statement of Attainment is available at the end of each study period at no additional cost to the 
student, provided the student provides a verified USI and the student has paid in full for the tuition related to 
the units of competency on the Statement of Attainment.   

Students are entitled to a formal Statement of Attainment on withdrawal, cancellation or transfer, prior to 
completing a qualification, provided the student has paid in full for the tuition related to the units of 
competency to be shown on the Statement of Attainment. 

• General information regarding enrolment 
• Refund policy 
• Course unavailability statement 
• Privacy statement 
• List of terms and conditions, expressed in the “first person” as follows: 
1. I will be enrolled as a full-time student at all times  
2. I am aware that the program is not a scholarship, employment or immigration program. 
3. As an international student, I must fund my entire studies independently and leave Australia when my studies 

are complete and/or when my visa expires. 
4. I must make satisfactory academic progress.  If I do not do this, RANSFORD COLLEGE will cancel my enrolment. 
5. I must attend at least 80% of all scheduled classes each study period.  If I do not do this, I will be in breach of 

the College’s Student Code of Conduct and RANSFORD COLLEGE may cancel my enrolment. 
6. I must pay tuition fees according to the agreed tuition fee payment schedule.   Failure to pay my fees on time 

will result in cancellation of my enrolment. 
7. I have read the information provided about the ESOS framework and I understand the key provisions 
8. I must meet the costs of Overseas Student Health Cover to for the period of my enrolment. 
9. I must fulfill the visa requirements of the Australian government. 
10. I must provide RANSFORD COLLEGE with my address in Australia and a local telephone number on which I am 

able to be contacted.  I must notify RANSFORD COLLEGE of any change of address while I am enrolled in the 
above course(s). 

11. I cannot transfer to another institution within the first six (6) months of my arrival in Australia (or if my 
program is of less than six month’s duration) unless I have a letter of offer from another provider and I am are 
granted a release letter by RANSFORD COLLEGE.  The National Code 2007 of the ESOS Act restricts the 
movement of students between registered providers, and RANSFORD COLLEGE will provide a release letter 
only under exceptional circumstances, where it is considered in the best interest of the student. 



 

 

12. I understand that if I have any school-aged dependents accompanying me to Australia, that they must attend 
school and that I will be required to pay full school fees if they are enrolled in either a government or non-
government school. 

13. I understand that in accordance with the Education for Overseas Students Act 2000, RANSFORD COLLEGE is 
required to advise the Department of Immigration and Border Protection if I do not meet any of these 
conditions. 

14. I acknowledge RANSFORD COLLEGE is not responsible or liable for personal injury whilst I attend the college 
(including the time spent in class or on excursions, and travel to and from the college). 

15. I must not plagiarise, collude or cheat in the development of submissions for assessment tasks.  I understand 
that if the Academic Misconduct Committee determines that I have been involved in plagiarism, collusion or 
cheating in the development of the submission for an assessment task, penalties may apply which include the 
recording of an unsatisfactory outcome for the assessment task, suspension or cancellation of enrolment. 

• Provision for the signature of the student 
• Provision for the signature of the student’s agent 
• Provision for the student to enter payment details 

 
Accepting the offer 

RANSFORD COLLEGE will send the letter of Offer directly to the student via email or post at the address 
provided be the student or the nominated education agent (If student consent was granted). 

The student will be required to read and accepts the Enrolment Offer and Acceptance Agreement by signing it 
themselves and returning it to the College in person, post or their nominated education agent. 

When the Training Manager receives the completed Enrolment Offer and Acceptance Agreement the student 
will be promoted is asked to forward notification of payment of agreed fees in person, post or their nominated 
education agent. 

Payments made by student will be processed in accordance with the Fees and Charges policy. 

RANSFORD COLLEGE will finalise the acceptance of the Enrolment Offer by verifying the receipt of the 
completed Enrolment Offer and Acceptance Agreement and physical or electronic confirmation of payment of 
the required fees to RANSFORD COLLEGE account within five (5) calendar days of receiving all documents. 

When Acceptance of the Enrolment Offer is finalised the Training Manager can access PRISMS to generate a 
Confirmation of enrolment for each student and send the document to the student or education agent (when 
consent has been granted). 

Student Services Manager is responsible for creating a file for each enrolled student and all documentation is 
placed in the file. 

Student Services Manager is responsible for placing each student on the course list for the training product 
they are enrolled in.  

Student Services Manager is responsible for the creation of a profile for every student on the Student 
Management System. The profile will contain the following details: name, address and contact details, title of 
qualification, unit of competencies, scheduled hours, study load, timeframe for achievement, delivery mode/s, 
training to be undertaken, assessment details and arrangements, records of conversations and attempts to 
contact the learner, +records of Credit Transfers and Recognition of Prior Learning granted (where 
appropriate). 

Enquiries and complaints 

Enquiries about RANSFORD COLLEGE’s privacy policy and procedures can be directed to the CEO.  A student 
may at any time make a complaint regarding the privacy policy by use of the RANSFORD COLLEGE complaints 
and appeals policy and procedures. 

Bank account details 



 

 

The bank account details provided to students on documents requesting prepayment of fees prior to course 
commencement will be RANSFORD COLLEGE’s designated account.  All tuition fees prepaid by students will be 
held in this account.  The tuition fees paid by a student will not be available from this account until the student 
commences. 

No more than 50% of tuition fees to be required in advance 

Documents provided to students prior to commencement will state clearly that not more than 50% of the total 
tuition fees for a course are to be paid prior to commencement of the course. 

No additional payment prior to the two (2) weeks before the beginning of the second study period 

Documents provided to students prior to commencement will state clearly that no additional payment is 
required prior to two weeks before the beginning of the second study period for the course in which the 
student is enrolling. 

 

 

 



 

 

58. Unique Student Identifier 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015  
- Clause 3.1 
- Clause 3.2 
- Clause 3.3 

Related Policies 

• RANSFORD COLLEGE Code of Practice 

• Training and Assessment Strategies 

• Ethical Marketing 

• Enrolment Offer and Acceptance Agreement 

• Student Interviews 

• Qualifications and statements of attainment 

• Interaction with the registering body. 

Related Documents 

• Student interview record 

• Unique student information form 

• Learner support needs record 

• Orientation presentation 

• RANSFORD COLLEGE Language, literacy and numeracy skills summary 

Policy 

RANSFORD COLLEGE will capture personal information to create and/or verify a Unique Student Identifier (USI) 
to comply with data reporting requirements and the Student Identifiers Act 2014. 

RANSFORD COLLEGE will inform and advise students on the marketing materials and course information that 
any student studying in Australia will require a Unique Student Identifier.  

It is the responsibility of the Training Manager to give Students the option to provide their own, apply for one 
themselves or ask for consent for RANSFORD COLLEGE to apply for a Unique Student Identifier on their behalf. 

Enrolled students will need a USI when studying nationally recognised training in order to obtain their 
certificate or qualification in Australia. 

RANSFORD COLLEGE will have privacy and security arrangements to secure and protect the identification of 
students and restrict access to only authorised users to contribute to accurate AVETMISS data reporting.  

RANSFORD COLLEGE will not provide a statement of attainment or issue full qualifications to any students who 
does not have a verified USI registered with RANSFORD COLLEGE, unless an exception is in place as stated by 
the Student Identifiers Act 2014. 

 

 



 

 

Procedures 

The USI provides students access to your online USI account which will retain copies all your training records 
together. Made up of 10 digits using a combination of letters and numbers. USI is designed to provide access 
to your training records and results when applying for a job or enrolling in further study in the future.  

The CEO of RANSFORD COLLEGE will designate personnel responsible for the verification and administration of 
the USI. 

The security and privacy of each USI will be protected during the completion of USI administration.   

In the marketing material and enrolment application, potential students will be informed and advised that 
they are require to provide a unique student identifier to RANSFORD COLLEGE 

Students will be requested to grant consent to RANSFORD COLLEGE to gain access to their USI records and 
personal information for the specific purpose of: 

• Verification of the learner’s USI at enrolment;  
• Addressing identified issues with a USI 
• Generating authenticated AQF Certification documentation.  

In the enrolment application, Learner consent must be obtained to grant consent to RANSFORD COLLEGE to 
access and provide their personal information to the registrar and meet national data reporting requirements 
to the national centre for vocational education research and the NSW department of education for data 
lodgement of student details and results. 

Each USI provided will be verified by RANSFORD COLLEGE under the responsibility of the Student Services 
Manager when enrolment occurs. 

In instances where RANSFORD COLLEGE has assisted the student to create their USI, additional details such as 
the students Driver’s Licence information will be collected and stored within the Training Manager. Once the 
student’s USI has been successfully created, these details within the DVS are automatically removed (deleted) 
from the database, in according with the Privacy policy and Privacy Act 1977. 

A Student’s USI will be recorded in their individual file on the student management systems and provided with 
training records submitted with AVETMISS data 

Students will be advised when the qualification results will be accessible and appear on their USI record.   

Information and details regarding obtaining and providing the USI will be made available in the student 
handbook and RANSFORD COLLEGE website. 

RANSFORD COLLEGE will not be able to issue any AQF qualifications and statements of attainment until a 
student has provided a valid USI, or RANSFORD COLLEGE has applied for a student’s USI on their behalf.  

The USI will not be provided on any Statement of Attainment, Record of Results or Testamur.  

 

 

 

 

 

 

 

  



 

 

59. Student Orientation  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 1.7 

- Clause 5.1 

- Clause 5.2 

- Clause 5.3 

- Clause 5.4 

• National Code 2007  

- Part D clause 6.1 

- Part D clause 6.2 

 

 

Related Policies 

• Training and Assessment Strategies 

• Education Agents 

• Enrolment Offer and Acceptance Agreement 

• Language, Literacy and Numeracy 

• Student Interviews 

• Learner support needs 

• Training and Assessment Strategies 

Related Documents 

• Student orientation checklist 

• Student enrolment survey 

• Learner support needs record 

• Orientation presentation 

• RANSFORD COLLEGE Language, literacy and numeracy skills summary 

• RANSFORD COLLEGE student records of interview 

Policy 

RANSFORD COLLEGE will provide an orientation session to all enrolled students, prior to commencing their 
course and assessment, to be given information, given the student handbook and offered support.  

On the first day of their course the (which should be the start date on their CoE, but which may be a later date 
should a student arrive late), students are provided with an orientation session.  Students are advised on the 
enrolment offer and acceptance agreement that they must attend the orientation session.   

Students will not be permitted to attend classes until they have attended and completed the orientation 
session for their enrolled course. 

Procedures 

RANSFORD COLLEGE will organise Orientation to be conducted one week before the start of the course and be 
the responsibility of the Training Manager and Student Services Manager to facilitate and deliver.  



 

 

Orientation is an information session, both for academic and social purposes, with the purpose of to providing 
new students with an understanding of studying with RANSFORD COLLEGE, course expectations, remain 
contactable and living in Australia. 

Topics discussed at orientation 

During the orientation session, which will be conducted by the Student Services Manager and the Training 
Manager, students are provided with a detailed orientation to Australia, Sydney, and RANSFORD COLLEGE.   

Students are provided with information about the following topics: 

• Academic calendar 
• Academic pathways 
• Access to records 
• Accommodation assistance and information 
• Adjusting to study in Australia 
• Assessment procedures 
• Attendance requirements 
• Complaints and appeals policy and procedures 
• Counselling and welfare services  
• Course progress requirements 
• Credit transfer policy and procedures 
• Conditions of the Student Visa  
• Emergency evacuation procedures 
• ESOS (Education Services for Overseas Students) framework 
• Facilities at RANSFORD COLLEGE 
• Fees for RANSFORD COLLEGE services 
• Industry Mentoring 
• Learning needs survey 
• RANSFORD COLLEGE code of practice  
• Modes of delivery 
• Opportunities for reasonable adjustment 
• Options available if a learner is assessed as Not Yet Competent 
• Overseas student health cover 
• Plagiarism, collusion and cheating (understanding what it is and how to avoid it) 
• Refund policy 
• RPL (Recognition of prior learning) policy and procedures 
• Social Activities 
• Staff at RANSFORD COLLEGE (who to go to for help under which circumstances) 
• Student code of conduct 
• Student handbook (and the requirement to refer regularly to it) 
• Student safety and security 
• Student visa responsibilities 
• Tax file numbers 
• Timetables 
• Transferring between education providers policy and procedures 
• Transport to RANSFORD COLLEGE 
• The Unique Student Identifier 
• Work environment in Australia 

Orientation Checklist 



 

 

At the end of the orientation session, students are asked to sign a checklist indicating that they have been 
informed of the topics listed and that they understand where they can obtain further information.  The 
Student Services Manager is responsible for ensuring that a copy of the checklist is placed in each student’s 
file. 

Students who fail to attend their scheduled orientation session 

It is mandatory that students attend an orientation session prior to beginning classes and assessments.   

Students who do not attend the session scheduled for the first day of their period of enrolment will be 
contacted by the Student Services Manager.  The Student Services Manager will make contact by telephone or 
email.  If the student is unable to be contacted directly, the Student Services Manager will seek the assistance 
of the student’s agent in making contact.  Records of contact made will be recorded in the student file on the 
student management system.  

Upon making contact with a student who has failed to attend their scheduled orientation session, the Student 
Services Manager will organise an alternative date and time for the student’s orientation.  This will take place 
as soon as possible. 

All of the procedures which apply to students who attend the orientation session scheduled for the first day of 
classes also apply to students who are provided with an orientation session on an alternative occasion. 

Language, Literacy and Numeracy skills assessment 

All beginning students are required to undertake a language, literacy and skills assessment on the day of their 
orientation session.  (Please refer to “Language, Literacy and Numeracy” for the details of this policy and the 
associated procedures). 

Student orientation interviews . 

The Training Manager is responsible for making an appointment for an interview with each student after the 
orientation session to ensure that they have understood the topics discussed during orientation, and to gain 
information to help in ensuring a successful learning program for the student.  Each student will be 
interviewed within a week of the first day of their course.  Trainers/assessors delegated by the Training 
Manager will conduct the student orientation interviews.   

Enrolment survey 

As part of the orientation process, each student is required to complete an enrolment survey.  From this 
survey, and the orientation interview conducted with the student, a learner support needs booklet is 
produced.  Please refer to the Learner Support Needs policy. 



 

 

60. Learner Support Needs  
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 
- Clause 1.7  

 

• National Code 2007  

- Part D clause 6.1 

- Part D clause 6.2 

Related Policies 

• Teaching and learning 

• Learner support and welfare services 

• Student satisfaction survey 

• Student interview  

• Monitoring course progress  

• Language, literacy and numeracy 

• Reasonable adjustment 

Related Documents 

• Enrolment survey 

• Learner support needs record (template) 

Policy 

 RANSFORD COLLEGE ensures that appropriate measures are taken to ensure that students receive training 
and assessment services that meet their individual needs.  In implementing the teaching and learning policy, 
RANSFORD COLLEGE proactively identifies the specific support needs of students at enrolment and throughout 
their course.  An important aspect of this is the creation and maintenance of a learner support needs record 
for each learner. 

Procedures 

Enrolment survey 

As part of the orientation process, each learner is required to complete an enrolment survey and participate in 
an interview with a trainer/assessor delegated by the Training Manager.  From information obtained by use of 
the enrolment survey, and the orientation interview conducted with the student, a learner support needs 
record is produced.   

Learner support needs records 

The Training Manager is responsible for ensuring that a learner support needs record is created and 
maintained for every learner at the beginning of their course.  

Information is initially provided by the student by completing the student enrolment survey on the day of 
orientation (Please refer to the Student Orientation policy).  

Updating learner support needs records 

Learner support needs records may have information added at any time, after consultation with the learner.   

This may be: 



 

 

• after a trainer/assessor has identified that a learner is experiencing difficulty (refer to the teaching and 
learning policy) 

• after a learner seeks assistance from the Student Services Manager, Student Welfare Officer, Training 
Manager, or some other member of staff (refer to the learner support and welfare policy) 

• after a student satisfaction survey (refer to the student satisfaction survey policy) 

• after an interview with a student (refer to the student interview policy) 

• as part of an intervention strategy agreed between the learner and the Training Manager (refer to the 
monitoring course progress policy) 

Using learner support needs records in the development of Training Plans and Session Plans 

Learner support needs records are referred to by the Training Manager and by class trainers/assessors as they 
develop the most effective approach for teaching and learning for that learner. 

Learner support needs records should be referred to by trainers in the development of training plans and 
session plans. 

Content of learner support needs records 

The learner support needs record for each student contains detailed information about the needs of the 
student, as follows. 

Checklist of possible support needs 

A list of possible support needs is identified, as follows: 

• English language 

• literacy 

• numeracy 

• physical capabilities 

• study techniques 

• time management 

• organisational skills 

• working with others 

• I.T. 

• Specific course related 

• Other (details to be provided) 

The trainer/assessor completing the learner support needs record is required to place a tick in the boxes 
corresponding to identified learner support needs.  The trainer/assessor must provide descriptive details of 
the identified support needs. 

Preferred learning style 

Information gained from the enrolment survey and interview, and subsequently by use of one or more of the 
measures above is used to summarise the preferred learning styles of the learner  

Issues related to physical ability, cultural background or educational background 

The student is questioned and observed at orientation and throughout enrolment at RANSFORD COLLEGE to 
identify any issues related to physical ability, cultural background, or educational background. 

Learner Support Plan 

Each learner support needs record makes provision for a number of entries defining a learner support plan 
agreed between the learner and the trainer/assessor dealing with the learner.   



 

 

The learner support plan may include the provision of assistance to the student in any of the identified support 
needs (according to the checklist above) or it may require action (for example, remedial workbook activities) 
to be taken by the learner and checked by the trainer/assessor. 

In each case, details of the learner support plan are entered, along with the date the plan is implemented, and 
the date that progress is to be checked.  Each entry in the learner support plan component of the learner 
support needs record is signed by the student and by the trainer/assessor making the entry. 

Maintaining and Filing Learner Support Needs Records 

The Student Services Manager is responsible for ensuring that the Learner Support Needs Booklet for each 
student is properly maintained, kept in the student’s file, and regularly checked. 

 

 



 

 

61. Third Party Arrangements 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for Registered Training Organisations 2015 

- Clause 2.3 

- Clause 2.4 

- Clause 4.1  

- Clause 5.1 

- Clause 5.2 

- Clause 5.3 

- Clause 5.4 

- Clause 6.1 

- Clause 6.2 

- Clause 7.3 

- Clause 8.2 

- Clause 8.3 

Related Policies 

• Continuous Improvement 

• Training and Assessment Strategies 

• Teaching and learning 

• Industry engagement 

• Ethical Marketing  

• Education Agents 

Related Documents 

• Contractor Agreement 

• Course brochure 

• International Student Pre-Enrolment Information Kit 

Policy 

RANSFORD COLLEGE will be accountable for the quality of training and assessment provided on the behalf of 
RANSFORD COLLEGE 

RANSFORD COLLEGE will establish and maintain Third Party Arrangements are governed by appropriate 
contracts or written agreements to allow a Third Party to deliver and assess part or all of courses on 
RANSFORD COLLEGE scope of registration. 

RANSFORD COLLEGE is responsible for ensuring that delivery and administration of all AC courses of study by a 
Third Party meet the standards required. Third Party Arrangements must comply with RANSFORD COLLEGE’s 
policies and procedures. Agreements and contracts for Third Party Arrangements include clauses providing for 
monitoring and review of those arrangements against the requirements of the Threshold Standards to ensure 
that the arrangements continue to provide adequately for their intended purposes.  Monitoring and review 



 

 

processes are used to ensure quality and standards are maintained, and that AC policies and procedures are 
followed. 

Procedures 

RANSFORD COLLEGE will undertake its due diligence to ensure that the third party is to provide a service to its 
student which aligns with what is provided by RANSFORD COLLEGE.  

The Chief Executive Officer will undertake consultation and pre-screening of businesses wanting to become 
third parties of RANSFORD COLLEGE. RANSFORD COLLEGE 

ASQA notification 

When RANSFORD COLLEGE has a third-party arrangement in place, the Chief Executive Officer will notify ASQA 
within 30 calendar days of the agreements being enacted or terminated.  

Risk Assessment 

For each third-party agreement in place RANSFORD COLLEGE will complete a risk assessment of the potential 
and real threats to RANSFORD COLLEGE and to the quality of education as a result of the third-party 
arrangements and for the CEO to approve monitoring and risk control action plans to guide the decision 
making of RANSFORD COLLEGE.  

Agreement arrangements 

RANSFORD COLLEGE will ensure that there are suitable and quality controls to inform the third party. There 
will be arrangements in the agreements for 

Ensuring that the third party has suitable facilities, resources, equipment and staff to align with approved 
training and assessment strategies; 

Cooperating with the VET Regulator and RANSFORD COLLEGE for requests for information and producing 
evidence of activity and staff. 

Providing information and support services to students of RANSFORD COLLEGE as per learner support and 
welfare policy.  

Process for complaints and appeals as per RANSFORD COLLEGE complaints and appeals policy. 

Third party accessing support and information from RANSFORD COLLEGE to fulfil its duty and align with 
RANSFORD COLLEGE operations to reduce disruptions to students.  

Performance targets and monitoring arrangements for each party to track the success of the arrangement.  

Consultation 

The third-party representative for RANSFORD COLLEGE to be in regular contact via phone or physical meeting 
with the CEO and to be ready to discuss the service they deliver and support students.  

Monitoring arrangements 

RANSFORD COLLEGE will monitor the conduct and academic standards of quality of work completed by the 
third-party providers through the RANSFORD COLLEGE policies and procedures, performance criteria in the 
contract and feedback from the student services manager.  

RANSFORD COLLEGE will implement the following strategies to monitor the third-party arrangement internal 
audits, site visits of facilities and course delivery, professional development of staff of the third party, student 
feedback and ongoing monthly meetings between the third party and the CEO.  

Governance and Quality Assurance 

AC is ultimately responsible for students and quality assurance of all aspects of Third Party Arrangements. 

  



 

 

62. Education Agents 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTO 2015 
- Clause 2.3 
- Clause 2.4 
- Clause 4.1  
- Clause 5.1 
- Clause 5.2 
- Clause 5.3 
- Clause 5.4 
- Clause 6.1 
- Clause 6.2 
- Clause 7.3 
- Clause 8.2 

• National Code 2007  
Part D Standard 4 

- Part D Clause 1.1 
- Part D Clause 1.3 
- Part D Clause 2.1 
- Part D Standard 4 

 
 
 
 
 

Related Policies 

• Continuous Improvement 

• Stakeholder Interviews 

• Providing Feedback to Contributors to Continuous Improvement 

• Learner Support and Welfare Services 

• Fees and Charges 

• Refunds 

• Ethical Marketing 

• Applications, Offers and Enrolments 

• Enrolment Offer and Acceptance Agreement 

• Welfare of Younger Students 

• Information Provided to Applicants Prior to Enrolment 

• Transfer between registered providers 

Related Documents 

• Agency pre-renewal report 

• Agent agreement 

• Agent application checklist 

• Agent application form 

• Agent certificate of appointment 

• Agent contact register 

• Agent interview record 

• Agent National code understanding checklist   



 

 

• Agent performance review letter 

• Agent referee check record 

• Agent survey 

• Agent survey feedback form 

• Agent update bulletin 

• Beginning student’s satisfaction survey 

• Beginning students’ satisfaction survey feedback letter 

• Email indicating corrective action is required of an agent 

• Email informing agents of changes to marketing material 

• Letter indicating corrective action is required of an agent 

• Letter terminating agent agreement 

• Notification of an unsuccessful application to be an education agent for RANSFORD COLLEGE 

• Register of reputable educational institutions 

Policy 

RANSFORD COLLEGE will ensure that the actions of its appointed education agents are ethical and can comply 
with RANSFORD COLLEGE’s obligations and responsibilities under the ESOS Act, ESOS Regulation, National 
Code 2007; Australian Consumer Law, Migration Act and Migration Regulations.   

Education agents who are accepted by RANSFORD COLLEGE for the initial contact and recruitment of students 
before enrolment are required to enter into a written agreement with RANSFORD COLLEGE which specifies the 
obligations of the education agent and the obligations of RANSFORD COLLEGE.  RANSFORD COLLEGE will 
thoroughly check the suitability of each applicant to fill the role of education agent before entering into 
agreements with them.  

RANSFORD COLLEGE will ensure that education agents with whom agreements are entered have an 
appropriate knowledge and understanding of the Australian international education industry and follow the 
requirements in the National Code 2007.  RANSFORD COLLEGE will ensure that it does not enter into 
agreements with agents who are dishonest or lack integrity.   

RANSFORD COLLEGE will monitor the activities and performance of its education agents to ensure that they 
provide applicants with necessary pre-enrolment information and professionally represent RANSFORD 
COLLEGE.  RANSFORD COLLEGE will not accept students from an education agent whom is known or 
reasonably suspected by RANSFORD COLLEGE of providing immigration advice where not authorised to do so 
under the Migration Act 1958 and facilitating an enrolment of a student who will not comply with their 
student visa conditions. 

RANSFORD COLLEGE will ensure that its education agents are provided with current and accurate marketing 
information and will not provide obsolete marketing materials.  

Agent agreements may be terminated by RANSFORD COLLEGE if its education agents take negligent, dishonest, 
unethical or incompetent action. 

RANSFORD COLLEGE will take preventative and corrective action to rectify the negligence of its education 
agents to protect the integrity of the Australian education and training.  

Procedures 

Agent selection 

Organisations who wish to be agents for RANSFORD COLLEGE must contact the CEO or Business Development 
Manager and be able to apply using the RANSFORD COLLEGE agent application form, providing details of other 
reputable education institutions as referees.   



 

 

Agents are selected by RANSFORD COLLEGE based upon their: 

• commitment to the education of Overseas Students in Australia 

• integrity and honesty 

• understanding of the requirements of the ESOS Act and migration regulations 

• local reputation 

• financial standing 

• proven track record of providing a quality service to students who wish to study in Australia 

• online reviews 

RANSFORD COLLEGE will not accept as an agent any person or organisation who is known or reasonably 
suspected to have: 

• engaged in dishonest practices, including the deliberate attempt to recruit a student where this clearly 
conflicts with the obligations of registered providers under Standard 7 of the National Code 2007 (Transfer 
between registered providers) 

• facilitated the enrolment of a student who the agent believes will not comply with the conditions of his or her 
student visa 

• used Provider Registration and International Students Management System (PRISMS) to create Confirmations 
of enrolment for other than bona fide a student; or 

• provided immigration advice where not authorised under the Migration Act 1958 to do so.  

Agent Application Form 

The Agent application form requests the following information from prospective agents and asks for answers 
to a set of questions.  The objective is to obtain information to be used in the process of assessing the 
suitability of the prospective agent according to the above criteria. 

Information requested 

• Company trading name 

• Company Business Registration Number 

• ABN (for Australian based companies) 

• Address (including telephone number, fax number, email address and website URL) 

• Year established 

• Name of Chief Executive Officer 

• Contact person name 

• Contact person contact number 

• Description of business 

• Number of staff 

• Number of students recruited annually 

• Target market 

• Details of any representatives in Australia 

• Membership of industry bodies or organisations 

• Evidence of the education agent applicant completing the Education Agents Training Course (see below) 

• Provider references 

• Whether the Agent is prepared to regularly monitor the DIBP and DOE/AEI websites 

• If the agent as read the National Code 2007, ESOS Act and Standards for RTO’s 2015 



 

 

• Demonstration of understanding of the National Code by listing the main responsibilities of education agents 
under the National Code 

• Information about how the agent will comply with the obligations of the National Code 2007 

• Explanation of their suitability, capacity and qualified staff to fulfil the role of Education Agents on behalf of 
RANSFORD COLLEGE 

Questions 

The prospective agent is asked to respond to questions confirming that: 

•  the agent understands that students coming to Australia on a student visa must have a primary purpose of 
studying 

• Students coming to Australia on a student visa must study full time 

• the agent will not make any guarantees about achieving residential status in Australia 

•  the agent understands that students can be referred to the DIBP website 

• the agent is prepared to comply with all of RANSFORD COLLEGE’s requirements regarding advertising and 
course promotional material, application procedures and the provision of information to students 

Completion of the Education Agents Training Course (EATC) 

RANSFORD COLLEGE will require applicants to have completed the Education Agents Training Course (EATC) to 
be considered by RANSFORD COLLEGE as Education Agents.  The EATC, which was developed in collaboration 
with AEI (Australian Education International, DIBP, and Australian international education peak bodies is 
offered online by PIER (Professional International Education Resources). 

The EATC aims to: 

• provide education agents with information about the Australian education system and Australia as a study 
destination, education quality assurance issues and the Australian visa regulation system 

• keep agents abreast of changes and developments in international education services 

• encourage and support excellence in business service delivery, study and career pathways and professional 
development. 

A list of education agents who have completed the EATC is available at   http:/www.pieronline.org/qeac.  The 
Business Development Managers responsible for checking that agent applicants appear on this list. 

Register of reputable education institutions 

RANSFORD COLLEGE will select as agents only those applicants which provide as referee’s educational 
institutions which: 

• are considered by RANSFORD COLLEGE to be reputable, and 

• provide acceptable references.   

The CEO will maintain a register of educational institutions considered to be reputable (the register of 
reputable educational institutions). The register is developed based upon the CEO’s knowledge of the 
international education sector in Victoria.   

Criteria to apply in determining a reputable institution for referencing purposes 

Amongst the criteria applied by the CEO in determining whether an educational institution should be placed 
on the register of reputable institutions are: 

• number of years of operation 

• qualifications on scope 

• number of students 



 

 

• knowledge of the student cohort (e.g. an institution with a significant proportion of students transferred to it 
from other institutions or transferring from it to other institutions would be scrutinised closely before being 
recognised as reputable) 

• financial position of the institution 

• rate of successful outcomes of students studying at the institution 

Responsibility for receiving and screening agent applications 

The Business Development Manager acting as the main contact at RANSFORD COLLEGE responsible for 
receiving and processing applications from prospective agents.  The Business Development Managers also 
responsible for the ongoing management of agents. 

Visiting the Agent’s premises 

If the agent has a representative in Australia, the Business Development Managers responsible for visiting the 
premises to ensure that the agent has the appropriate infrastructure to provide the necessary service.  A 
member of RANSFORD COLLEGE’s staff or an organisation engaged by RANSFORD COLLEGE to act on 
RANSFORD COLLEGE’s behalf will visit the agent in the agent’s home country.  During the visit, the RANSFORD 
COLLEGE staff member or representative will question staff of the agent to ensure their knowledge of 
RANSFORD COLLEGE’s courses and processes.  If necessary, the staff member will conduct a briefing for the 
staff of the agency.   

Checking the references supplied by education agent applicants 

The Business Development Manager will check the register of reputable education institutions before 
contacting the referees supplied by an organisation seeking to become an education agent for RANSFORD 
COLLEGE.  Only those referee institutions which appear on the register of reputable education institutions will 
be contacted.   

The Business Development Manager will seek to speak to the PEO (or equivalent) of education institutions 
supplied as referees.  The Student Services Manager will question the PEO (or equivalent) about the applicant, 
according to the agent selection criteria listed above.  The Business Development Manager will document the 
interview with the referee with an agent referee check record.    

All education agent applicants will have an education agent applicant file created by the Training Manager.  
The agent application form and referee check record will be placed in the file.  

Checking the bona fides of agents 

The Business Development Managers responsible for checking the bona fides of agents.  The Business 
Development Manager will make a telephone call and send an email to every applicant to be an agent to 
ensure that the details provided are true and correct.  The Business Development Manager will also check (by 
telephone call or email) the claimed relationships with organisations such as AEI and membership of any 
industry bodies or organisations. 

Checking the PIER website 

The Business Development Manager is responsible for checking the PIER website to confirm that the agent has 
completed the EATC. 

Professional Development of agents 

RANSFORD COLLEGE’s selection criteria for education agents are intended to support the selection of agents 
who show a commitment to professional development.  This is demonstrated by their membership of 
education agent associations, the fact that they have completed the EATC course, and other professional 
development activities to which they can attest. 

Agent application checklist 

The Business Development Manager will complete an agent application checklist and submit it to the CEO with 
a recommendation to accept or reject the application. 



 

 

Entering into agreements with agents 

Agents operating within Australia must provide RANSFORD COLLEGE with ABN and ACN details. 

If an applicant is accepted as an agent for RANSFORD COLLEGE, the Student Services Manager will produce an 
agent agreement for the applicant.  Two copies, signed by the CEO, will be provided to the applicant as soon as 
practicable.  The agent must sign both copies, retaining one and returning the other to RANSFORD COLLEGE.  
The Business Development Manager will create a file for the agent, transferring into it the agent application 
form and referee check record.  The Student Services Manager will place returned signed agent agreements in 
the file for the agent. 

Agent Agreement 

Agent agreements will identify the responsibilities of agents according to the ESOS Act 2000, the National Code 
2007 and the Australian Migration Regulations.  Only the Directors and CEO of RANSFORD COLLEGE have the 
authority to sign agreements with agents.   

The Agent Agreement includes the following information regarding the obligations of agents.  Agents must: 

• assist prospective students with the formal processes involved in applying for admission to RANSFORD 
COLLEGE(but not to provide prospective students with immigration advice unless they are registered to do so) 

• seek clarification from RANSFORD COLLEGE about uncertainties in regard to the agent’s duties or advice to 
potential students 

• promote RANSFORD COLLEGE’s courses with integrity and accuracy and recruit students in an ethical, honest 
and responsible manner. 

• comply with the requirements of the ESOS Act 2000 and the National Code 2007. 

 Australian law requires education providers and their agents to be aware of and abide by the requirements of 
the Education Services for Overseas Students 2000 (ESOS Act) and the National Code 2007. 

• participate in arrangements with RANSFORD COLLEGE to monitor the activities of the agent in relation to 
compliance with the National Code 2007 

• not engage in dishonest practices, including the deliberate attempt to recruit a student where this clearly 
conflicts with the obligations of registered provider under Standard 7 of the National Code (Transfer between 
registered providers). 

• not facilitate the enrolment of a student who the agent believes will not comply with the conditions of his or 
her student visa 

• not use PRISMS (Provider Registration and International Students Management System) to create CoEs for 
other than bona fide students 

• not provide (and ensure that employees and agents do not provide) immigration advice where not authorised 
under the Migration Act 1958 to do so. 

• not be (and ensure that employees and agents are not) negligent, careless or incompetent or be engaged in 
false, misleading or unethical advertising or recruitment practices, including practices that could harm the 
integrity of Australian and training 

The agent agreement includes the following obligations of RANSFORD COLLEGE: 

• To provide the agent with sufficient promotional material to meet its obligations  

• To provide the agent with material and information regarding the ESOS Act  

• To participate in arrangements with the agent to monitor the activities of the agent in relation to compliance 
with the National Code 2007. 

The agent agreement also contains details about the agent assessment and monitoring processes and the 
processes for joint marketing activities, including the review and approval by RANSFORD COLLEGE of any 
promotional material developed by the agent. 



 

 

Notifying unsuccessful education agent applicants 

Applicants who are unsuccessful in their application to become education agents for RANSFORD COLLEGE will 
be notified as soon as practicable with a letter signed by the CEO (Notification of unsuccessful application to 
be an education agent for RANSFORD COLLEGE).  The letter will provide the applicant with an explanation for 
their unsuccessful application. 

Agent Certificate 

Agents which are accepted by RANSFORD COLLEGE are provided with a certificate acknowledging their 
authority to act as education agents for RANSFORD COLLEGE.  Agents will be encouraged to display their 
certificate prominently at their place of business. 

Termination of agent agreements 

The Directors and CEO of RANSFORD COLLEGE have the authority to terminate agent agreements.  An 
agreement with an agent may be terminated if the agent has misrepresented to student’s information about 
the living conditions in Australia, the educational outcomes of courses available at RANSFORD COLLEGE, or 
migration outcomes upon accepting a CoE from RANSFORD COLLEGE.   

Agents are required to advertise and recruit ethically in accordance with the RANSFORD COLLEGE ethical 
marketing policy.  If an agent has been assessed as having behaved negligently, carelessly or incompetently, 
the agreement with the agent will be terminated.   

If an agent can provide evidence that a negligent, unethical or incompetent action was taken by an employee 
or subcontractor and was not the responsibility of the agent, the agent may be required to take preventative 
action.  Under these circumstances, acceptable preventative action is the provision by the agent of written 
notification that the arrangement with the employee or subcontractor has been terminated.   

Accepting students referred by an agent 

Students referred by an agent will be accepted only if they meet the course entry requirements of the course 
for which they are applying to enter.  Students who do not meet the relevant course entry requirements will 
not be accepted.  Agents engaged by RANSFORD COLLEGE are obliged to employ student counsellors who are 
suitably qualified to assess the academic and English language standards of students.    

Agents may not sign for students 

An agent may not sign an enrolment application form or an enrolment acceptance agreement on behalf of a 
student. 

Agent Information Pack  

Agents are provided with an information pack, which is a comprehensive set of documents designed for 
ongoing reference.  The information pack provides information about RANSFORD COLLEGE and the 
requirements of agents according to the ESOS Act and the National Code 2007.    The information provided is 
unambiguous and draws no false or misleading comparisons with other providers.  

The information pack contains the following: 

• Staff contacts at RANSFORD COLLEGE 

• Course outlines, which include course entry requirements and the required level of English language 
proficiency 

• RANSFORD COLLEGE’s application and enrolment procedures, including details of all fees 

• RANSFORD COLLEGE’s student enrolment offer and acceptance agreement, which includes the refund policy 

• RANSFORD COLLEGE’s policy and procedures on the monitoring of course progress 

• RANSFORD COLLEGE’s policy on attendance 

• RANSFORD COLLEGE’s academic calendar 

• Details of the orientation process 



 

 

• RANSFORD COLLEGE’s policy for reporting to students to DIBP should they fail to meet the requirements of 
their visa 

• Details of RANSFORD COLLEGE’s learner support and welfare services, 

• Information about the cost of living in Australia  

• qualifications and awards gained upon completion of each course 

• the duration of each course 

• teaching and assessment methods used at RANSFORD COLLEGE 

• academic pathways available to students when they have completed their course at RANSFORD COLLEGE 

The agent information pack will be translated in to the language of the home country of each agent with 
whom RANSFORD COLLEGE has an agreement.  The agent will be required to sign a document to confirm their 
understanding and acceptance of the information in the information pack. 

Maintaining regular contact with agents 

The RANSFORD COLLEGE Business Development Manager will maintain regular, personal contact with the CEO 
of each agent with whom RANSFORD COLLEGE has an agent agreement.  The Business Development manager 
is responsible for providing information to agents. 

RANSFORD COLLEGE encourages agents to visit the college to familiarise themselves with the facilities, 
equipment and resources available to students.  Agents are required to attend information workshops at 
which they are fully briefed on the information they must give students under the requirements of the 
National Code.  If education agents are unable to visit RANSFORD COLLEGE in Australia, the Business 
Development Manager will organise for workshops to be conducted in the overseas offices of the agent. 
Regular agent update bulletins are sent to agents advising them of changes to conditions or programs at 
RANSFORD COLLEGE which may be relevant to their activities in recruiting students for RANSFORD COLLEGE.  

Filing communications with agents 

Every communication with and agent must be logged.  The following must be placed in the agent’s file 

• copies of letters to and from the agent 

• hard copies of emails to or from the agent 

• records of telephone conversations 

• records of meetings 

• records of “spot checks” on agents 

The Business Development manager is responsible for maintaining the Agent Contact Register, which records 
details of all contacts and communication with agents. 

Distribution of revised marketing material 

Upon the release of revised marketing material, the Business Development Manager will send an email to each 
agent advising them of the release of: 

• the marketing documents which have been revised 

• the name and version number of the revised material 

The email indicates that the revised material is being sent to the agent and that it should be used immediately 
it is received and the Business Development Manager will follow up within seven calendar days to confirm that 
it has been received and completed.  

 Agents are instructed to dispose of all remaining stock of the previous marketing material and inform 
RANSFORD COLLEGE when it has been completed.  



 

 

Reviewing and approving marketing material developed by education agents 

The RANSFORD COLLEGE Business Development manager is responsible for working with agents to ensure that 
all promotional material developed by agents or developed jointly with an agent meets the requirements of 
RANSFORD COLLEGE’s policy and procedures for ethical marketing, including gaining signed approval by the 
CEO for release.  Agents are not permitted to release marketing material about the products and services 
offered by RANSFORD COLLEGE without the review and approval of RANSFORD COLLEGE. 

Joint marketing 

RANSFORD COLLEGE will undertake joint marketing activities with agents whenever practicable.  This will 
include attendance at exhibitions and visits to schools and other institutions.  Any proposed joint marketing 
activities must be approved by the CEO prior to arrangements being made. 

Specifying fees payable 

All fees payable by RANSFORD COLLEGE students are specified in the student enrolment offer and acceptance 
agreement.  To ensure that agents are aware of the fees payable, and that they are communicating this 
information accurately to applicants for entry to RANSFORD COLLEGE, the agent is required to countersign the 
enrolment offer and acceptance agreement. 

Monitoring the performance of agents 

Agents are required to participate in arrangements with RANSFORD COLLEGE to monitor the activities of the 
agent in relation to compliance with the National Code 2007.     

The CEO and senior management staff of RANSFORD COLLEGE monitor carefully the activities of all agents.   

The CEO is responsible for ensuring that the performance of agents is monitored in the following ways.  The 
CEO is also responsible for ensuring that all such monitoring activities are properly documented and that the 
documentation is properly filed. 

• regular face-to-face meetings with agents and RANSFORD COLLEGE staff onshore or offshore 

• telephone/teleconference meetings 

• regular reports from agents  

• surveys of students recruited by particular agents 

• performance benchmarks included in agreements 

• spot checks, for example, to observe agents at work at education fairs 

• agent surveys  

National code understanding checklist 

The Business Development Manager will interview each agent to complete a “National Code Understanding” 
checklist no later than six months after the commencement of the agreement with the agent and afterwards 
at intervals of no greater than six months.  Should the responses to the questions asked in the completion of 
the National Code compliance checklist indicate that the agent is unaware of significant aspects of the National 
Code or has operated in any way not compliant with the National Code 2007, the agreement will be 
terminated. 

Agent Surveys  

Agents are required to complete an agent survey and participate in a follow-up interview with the Business 
Development Manager at least twice per year as part of RANSFORD COLLEGE’s program of continuous 
improvement.  The Business Development Manager will distribute the agent surveys by email in the final week 
of terms four and eight and ensure that they are returned within 10 working days.  The agent survey asks 
agents to provide their feedback on: 

• The clarity and helpfulness of learning materials supplied to students at RANSFORD COLLEGE 

• The quality of the agent’s relationship with RANSFORD COLLEGE 



 

 

• The ease of understanding, fairness, reasonableness and equity of RANSFORD COLLEGE’s policies and 
procedures 

• The fairness, reasonableness and equity and reliability of RANSFORD COLLEGE’s assessment processes 

• The ease of access, timeliness and thoroughness of administrative services in support of agents 

• The reported ease of access, timeliness and thoroughness of RANSFORD COLLEGE’s learner support services 

• The thoroughness and accuracy of information supplied to students 

• The thoroughness and accuracy of information supplied to agents 

• The overall effectiveness of RANSFORD COLLEGE’s learner support services 

Additionally, the agent survey asks agents to provide answers to the following open-ended questions: 

• Which RANSFORD COLLEGE procedures for dealing with agents could be improved? 

• Which RANSFORD COLLEGE procedures for dealing with students could be improved? 

• How could RANSFORD COLLEGE learner support facilities be improved? 

• How could information dissemination to agents be improved? 

• How could information dissemination to students be improved? 

• How could the academic program at RANSFORD COLLEGE be improved? 

Finally, the survey asks agents to provide general feedback for consideration. 

Agent Interviews 

 Interviews will be conducted with an agent within 10 working days of the return of the agent surveys.  Review 
of completed agent surveys and records of interview is an agenda item at each meeting of the RANSFORD 
COLLEGE management Committee. 

Beginning student’s satisfaction survey 

The Student Services Manager will distribute a survey to all students after the completion of their first month 
at RANSFORD COLLEGE (the beginning student’s satisfaction survey).  The beginning student satisfaction 
survey will be distributed in week five of each term. 

The beginning student’s satisfaction survey asks the following questions: 

• Did your agent provide you with the following information? 

- The English language requirements for the course you are studying at RANSFORD COLLEGE 

- Australian Student Visa conditions   

- Work rights and restrictions  

- Course requirements  

- The requirement to remain a fulltime student and that fulltime refers to 20 hours of study per week  

- The requirement to maintain satisfactory course progress 

- The need to maintain 80% attendance at all times throughout the course according to the RANSFORD COLLEGE 
student Code of Conduct  

- The requirement to maintain current overseas student health cover  

- The requirement to maintain adequate arrangements for the education of dependants  

• Did your agent provide you with information about the Australian education and training system?  

• Did your agent provide you with information about Australian living conditions?  

• Did your agent provide you with details and realistic estimates of costs for students, and for accompanying 
dependants of tuition, accommodation and living expenses  



 

 

• Did your agent provide you with information about Recognition of Prior Learning and Credit Transfer 
opportunities  

Additionally, the beginning student satisfaction survey asks the following: 

• Are you satisfied that your agent provided you with sufficient information to make the right decision about 
where to study in Australia? 

• Did your agent provide you with information about the training and assessment practices of RANSFORD 
COLLEGE? 

• Did your agent provide you with sufficient information about learner support services at RANSFORD COLLEGE? 

• Did your agent provide you with sufficient information about the policies and procedures of RANSFORD 
COLLEGE? 

• Did your agent provide you with a copy of the RANSFORD COLLEGE pre-enrolment information for Overseas 
Students? 

• Did your agent show you how to access the RANSFORD COLLEGE website? 

• Would you recommend your agent to your friends? 

The beginning student’s satisfaction survey will additionally ask students about their satisfaction with the 
application, selection, admission/enrolment and orientation processes.  It will also ask students about their 
experiences with trainer/assessors and student services staff during their first month at RANSFORD COLLEGE. 

All students who provide feedback by use of the beginning student satisfaction survey will be sent a letter 
thanking them for their contribution.   

List of agents on the RANSFORD COLLEGE website 

The Business Development manager is responsible for ensuring that a list of all current education agents is 
published on the RANSFORD COLLEGE website 

Beginning student satisfaction survey summary report 

The Student Services Manager is responsible for collating the responses to the beginning student satisfaction 
report to produce a beginning student satisfaction summary report.  The beginning student satisfaction 
summary report will be completed within ten (10) working days of the distribution of the beginning student 
satisfaction survey. 

The beginning student satisfaction summary report will provide summary information categorised as follows: 

• Agent 

• Selection 

• Admission / enrolment 

• Orientation 

• Trainer/assessors 

• Student services 

Performance benchmarks 

The Student Services Manager will categorise each response to the beginning student satisfaction survey as a 
satisfactory response or an unsatisfactory response.  

Agents who achieve a satisfactory response rate of less than 80% for any given beginning student’s satisfaction 
survey will be counselled by the CEO.  Agents who achieve a response of less than 60% for two consecutive 
beginning student surveys or between 60% and 80% for three consecutive beginning student satisfaction 
surveys will have the agreement terminated by RANSFORD COLLEGE. 

Identifying from the beginning student satisfaction summary report agents who need to take corrective 
action 



 

 

The Student Services Manager is responsible for reporting to the CEO those agents identified by the beginning 
student satisfaction summary report who are required to take corrective action.  If 10% or more of the 
students recruited by a particular agent identify deficiencies, the agent will be sent a performance review 
letter. 

Agent performance review letter 

The performance review letter will identify to agents steps they need to take to enable applicants to make an 
informed choice about the appropriateness of their course of study.  The letter will inform agents that 
RANSFORD COLLEGE will be monitoring carefully the results of the next scheduled beginning student’s 
satisfaction survey.  If there is no improvement in the outcomes at the next survey, the CEO will call the agent 
to discuss how to proceed.  It is very likely that if there has not been an improvement, and the agent is unable 
to provide a strategy for improvement, then RANSFORD COLLEGE will terminate the relationship with the 
agency. 

A copy of the letter will be placed in the agent’s file.  

Confidentiality 

The agent is obliged to maintain confidentiality with RANSFORD COLLEGE by not divulging details of the agency 
agreement or of the operations of RANSFORD COLLEGE with any other person or organisation.   The agent is 
required to maintain confidentiality with RANSFORD COLLEGE’s applicants or students by not divulging 
information about interactions between those applicants and/or students with any other person or 
organisation.  RANSFORD COLLEGE is required to will maintain the confidentiality of the agent by not diverging 
information about the agency agreement or about the operations of the agent with any other person or 
organisation. 

Subcontractors 

RANSFORD COLLEGE must approve and provide authorisation for any subcontracting arrangements which 
might be proposed by an authorised education agent.  An agent must have compelling reasons (these will be 
assessed by the CEO) for proposing to enter into a subcontracting arrangement) 

Agents are obliged to inform RANSFORD COLLEGE of any proposed subcontracting arrangements.  RANSFORD 
COLLEGE will investigate any proposed subcontractors and any proposed subcontracting arrangements the 
agent proposes entering into.  

RANSFORD COLLEGE will terminate the agency agreement should an agent enter into a subcontracting 
arrangement which has not been previously approved by RANSFORD COLLEGE.   

Under most circumstances, RANSFORD COLLEGE would be reluctant to agree to subcontracting arrangements 
due to the difficulty of maintaining control over them.   

Investigating proposed arrangements for subcontractors 

The CEO is responsible for the investigation of any proposed subcontracting arrangements.  The authorised 
agent proposing entering into a subcontracting arrangement must provide the CEO with a letter providing the 
following details: 

• Compelling reason(s) for wishing to enter into an arrangement with a subcontractor 

• Details of the company structure, organisational structure, financial stability and skills of the subcontractor 

• A statement that the agent is satisfied with the subcontractor’s knowledge of the ESOS framework and the 
National Code 

• A statement that the agent is satisfied with the subcontractor’s knowledge of RANSFORD COLLEGE’s services 
and facilities for students 

Agency pre-renewal report 

The Business Development Manager is responsible for the production of a report (the agency pre-renewal 
report) to be completed no later than one month prior to the expiration of an agreement with agent.  The 



 

 

report, in summary format, will provide the management committee with sufficient information about 
whether or not to renew the agreement with the agent. 

The agency pre-renewal report will contain the following information: 

• The number of students provided (per period) by the agent 

• The number of students provided by the agent who have been reported to DIBP 

• Student satisfaction of students supplied by the agent (according to the student satisfaction surveys) 

• Actions taken in relation to the agent resulting from student survey responses 

• The responsiveness of the agent to communications from RANSFORD COLLEGE 

• The number of students from the agent requesting release letters 

• The academic success rate of students supplied by the agent 

• Areas of improvement required by the agent 

The RANSFORD COLLEGE management committee will make a decision to renew the agreement with the 
agent, renew the agreement and take preventative action (most commonly a requirement to attend a training 
sessions), or nor renew the agreement. 

RANSFORD COLLEGE’s agency agreement includes the following monitoring requirements: 

• Face-to-face meetings with the agent at least monthly 

• Telephone/teleconference meetings and at least monthly 

• Regular reports from the agent at least monthly 

• Surveys of students recruited by agents once per intake 

• Spot checks, for example, observing agents at education fairs, at least annually. 

• Agent surveys, distributed to agents during the final week of each term.  These are to be returned within 10 
working days.   

Agent interviews may be conducted within 10 days of the return of the agent survey.



 

 

 

63. Younger Students Welfare 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 

- Clause 4.1 
 
 
 

• National Code 2007  

- Part D Clause 3.1  

- Part D Clause 5.1,  

- Part D Clause 5.2  

- Part D Clause 5.3 

Related policies 

• Continuous Improvement 

• Learner Support and Welfare Services 

• Reviewing and Improving Learner Support and Welfare Services 

• Ethical Marketing 

• Applications, Offers and Enrolments 

• Enrolment Offer and Acceptance Agreement 

• Student Satisfaction Surveys 

• Critical Incidents 

• Student Safety and Security 

• Staff recruitment, selection and induction 

Policy 

RANSFORD COLLEGE does not enrol Overseas Students whom are under the age of 18 years old to undertake 
any its courses.  

RANSFORD COLLEGE will accept enrolments from domestic students under the age of 18 with parental or 
guardian consent.  RANSFORD COLLEGE will, at all times, exercise appropriate duty of care and due diligence in 
regard to students under the age of 18 years of age. 

Procedure  

Overseas Students under 18 not accepted for enrolment 

All RANSFORD COLLEGE marketing material and practices, including the website, will state clearly that 
Overseas Students under the age of 18 are not eligible for admission. 

Education agents will be provided with accurate marketing information that will clearly state that RANSFORD 
COLLEGE will not accept Overseas students who are under the age of eighteen (18 years old). 

Working with Children Checks 

As RANSFORD COLLEGE may enrol domestic training participants under the age of eighteen (18 years old), all 
applicants to positions, staff and contractors at RANSFORD COLLEGE must have a current valid Working with 
Children Check issued by the Office of the children’s guardian. 

 



 

 

Reporting safety/welfare concerns relating to children 

A relevant employment proceeding is a completed disciplinary proceeding where an employer, or a 
professional or other body that supervises the professional conduct of the employee has found reportable 
conduct occurred, or some evidence that it occurred, or an act of violence occurred, or some evidence that it 
occurred, in the course of employment and in the presence of a child 

RANSFORD COLLEGE’s defines reportable conduct as: 

• any sexual offence, or sexual misconduct, committed against, with, or in the presence of, a child; or 

• any child pornography offence or misconduct involving child pornography; or 

• any child-related personal violence offence; or 

• an offence of filming for indecent purposes committed against, with, or in the presence of, a child under 
section 21G or 21H of the Summary Offences Act 1988; or 

• any assault, ill-treatment or neglect of a child; or 

• any behaviour that causes psychological harm to a child, 

• and in any case whether or not the child consents. 

 



 

 

64. Transfer between Registered Providers 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• National Code 2007  

- Part D Clause 1.3  

- Part D Standard 7 

Related Policies 

• Information Provided to Applicants Prior to Enrolment 

• Teaching and learning 

• Ethical Marketing 

• Learner Support and Welfare Services 

• Applications, Offers and Enrolments 

• Enrolment Offer and Acceptance Agreement 

• Education Agents 

• Reviewing and Improving Learner Support and Welfare Services 

• Records Management 

• Record Retention 

• Fees and Charges 

• Refunds 

• Welfare of Younger Students 

• Complaints and Appeals 

• Student Handbook 

Related Documents 

• Application for letter of release 

• Assessment of application for letter of release 

• Letter of rejection of application for release letter  

• Release letter 

• Register of rejections of applications for release letters 

• Register of provision of release letters 

• Register of requests for a release letter 

Policy 

This policy applies only to international students who are enrolled at RANSFORD COLLEGE or wanting to be 
enrolled at RANSFORD COLLEGE according to the provisions of a student visa. Standard 7 of the National Code 
2007 restricts the movement of students to an alternative provider during the first six (6) months of the 
student’s principal course.   



 

 

RANSFORD COLLEGE will enable students transferring from or to RANSFORD COLLEGE in circumstances that 
RANSFORD COLLEGE considered to be in the academic best interest of the student and where the reasons are 
beyond the student’s control and severe in nature.  

RANSFORD COLLEGE will not actively recruit any student before the student has complete six months of their 
principles course.  

Students must, except under exceptional circumstances, complete six (6) months of their principal program of 
study before changing education providers. If a request for a release letter is refused by RANSFORD COLLEGE, 
the student will be advised of the reasons for the refusal and informed of his or her right of appeal in writing.   

RANSFORD COLLEGE will review each student wanting to enrol to RANSFORD COLLEGE by completing a check 
on the Provider Registration and International Student Management System (PRISMS) to determine whether a 
student will or will not be enrolled with RANSFORD COLLEGE.  

RANSFORD COLLEGE will not knowingly enrol a student wishing to transfer from another registered provider’s 
course of study except where the learner provides a release letter from the registered provider; the course in 
which the student is enrolled has ceased to be registered; the government sponsor of the student considers 
the change to be in the student’s best interests and has provided written support for that change.  

RANSFORD COLLEGE will provide its students and staff with information and its expectations relating to this 
policy. 

Procedures  

Students to transfer from RANSFORD COLLEGE 

A student who wishes to request a transfer to another provider should first have a valid letter of offer of their 
principles course from RANSFORD COLLEGE. 

Students will be required to schedule an appointment to discuss the transfer with the CEO, appointments with 
the CEO can be made by enquiring at the reception desk. 

Students who have completed fewer than six months of their course with RANSFORD COLLEGE may transfer to 
another provider only if they are compelling circumstances and RANSFORD COLLEGE provides a release letter.    

A student can request to apply for a transfer from RANSFORD COLLEGE to another registered provider once 
they have completed six (6) months in their principles course.  

Students must complete an application to provide a genuine and legitimate reason for changing registered 
providers, details of the course the student is enrolled in at RANSFORD COLLEGE, course duration and course 
progress made. The application is to be submitted to the CEO or Training Manager with a letter of offer and 
details of a start date for the course from the other registered provider.  

Where the student is under the age of 18 years and under the care of a parent or guardian, they must provide 
a writer letter of support to RANSFORD COLLEGE for the transfer.  

Where the student is under the age of 18 years and not under the care of a parent or guardian, the other 
registered provider must provide written advice that they accept responsibility for approving the student’s 
general welfare arrangements, support and accommodation.  

During the process RANSFORD COLLEGE will ensure that any tuition fees or other payments due to RANSFORD 
COLLEGE from the student have been paid and not outstanding.  

For each submitted application for transfer RANSFORD COLLEGE will take in to consideration whether the 
student’s academic progress or well-being is at risk of detriment and are there reasonable grounds for the 
transfer. 

For RANSFORD COLLEGE to evaluate transfer requests, the student will need to provide with their application 
an original and valid enrolment offer from another registered provider 

 

 



 

 

Application for a release letter  

A student may request a release letter from RANSFORD COLLEGE by completing an application for a letter of 
release (available from the reception desk) and submitting it to the Student Services Manager.  The application 
for a release letter must state the reasons for wanting a release from RANSFORD COLLEGE and be 
accompanied by a valid enrolment offer letter from another registered provider. 

To obtain a release letter from a provider other than RANSFORD COLLEGE, the student should contact the 
other provider.  RANSFORD COLLEGE Learner Services staff are available to assist students with this. 

Outcome of application for a release letter 

The outcome of the application for a release letter will be available to the student within ten calendar days. 

Students transferring to RANSFORD COLLEGE 

Any International student wanting to transfer to RANSFORD COLLEGE will be in the academic best interest of 
the student. 

Students seeking to transfer from another provider to RANSFORD COLLEGE 

Students seeking to transfer from another provider within the first six months of their program are able to do 
so only in the following special circumstances:  

• The registered provider has ceased to be registered or the course in which the student has enrolled has ceased 
to be registered. 

• The original registered provider has provided a written letter of release, agreeing to such a transfer 

• The original registered provider has had a sanction imposed on its registration by the Australian Government 
or state or territory government that prevents the student from continuing his or her CEO course, or 

• Any government sponsor of the student considers the change to be in the student’s best interest and has 
provided written support for that change. 

When any of the above circumstances apply to a student’s application, RANSFORD COLLEGE may consider to 
enrol a student before they have completed six months of the principles course with the original registered 
provider. 

RANSFORD COLLEGE will also seek further information and require potential students to detail their 
satisfactory attendance record at the original registered provider; provide a commitment to studies and 
complete assessment in their enrolled course and information on whether all fees have been paid to the 
original registered provider.  

RANSFORD COLLEGE will consider the requirements listed above, training package entry requirements or 
prerequisites and complete a check on the Provider Registration and International Student Management 
System (PRISMS) to determine whether a student will or will not be enrolled with RANSFORD COLLEGE.  

Filing applications for release letters  

Applications for release letters are placed in the file of students who apply, along with offers of enrolment for 
the student from other providers. Entries to be made in the student management systems for each application 
for release and offer of enrolment.  

Register of requests for a release letter 

For each application submitted requesting a release letter, an entry is placed in the register of requests for a 
release letter. 

Provision of release letters  

A release letter to allow a transfer to another provider will be provided during the first six months of a 
student’s CEO course at RANSFORD COLLEGE only under exceptional circumstances, where it is considered in 
the best interest of the student, academically and/or personally.  

Provision of release letter at no cost to the student 



 

 

If a release letter is provided, it will be at no cost to the student.   

Release based on exceptional circumstances 

Exceptional circumstances in this context are defined as circumstances in which the student can provide 
evidence that: 

• continuation of enrolment at RANSFORD COLLEGE would be to the detriment of the student’s emotional or 
physical well-being  

• it is in the best interest academically of the student to transfer to another provider 

• the course the student wishes to transfer to better meets the study capabilities of the student 

• the course the student wishes to transfer to better meets the long-term goals of the student, relating to future 
work, education, or personal aspirations 

• the student will be provided with access to greater support 

• the student’s expectations about the current course are not being met 

• the student was misled by RANSFORD COLLEGE or an education or migration agent regarding RANSFORD 
COLLEGE or the course in which the student is enrolled, which constitutes a breach of the ESOS Act 

Release based on academic best interests 

In the case where a student applies for a release letter on the basis that it is in the best interest academically 
of the student to transfer to another provider, the student must provide evidence to demonstrate 
this.  RANSFORD COLLEGE would consider a letter from a recognised careers counsellor in support of the 
student’s claim as valid evidence.   Should the student require assistance in gaining access to a recognised 
careers counsellor, RANSFORD COLLEGE will refer the student appropriately.  Referral to a careers counsellor is 
at no cost to the student.  RANSFORD COLLEGE will inform the student of any financial interest in the service 
to which the student is referred. 

Release based on continuation of enrolment at RANSFORD COLLEGE would be to the detriment of the 
student’s emotional or physical well-being  

RANSFORD COLLEGE would consider a valid medical certificate from a recognised specialist medical 
practitioner stating that it would be detrimental to the student’s emotional or physical well-being to remain 
enrolled at RANSFORD COLLEGE as valid evidence of the claim. 

Letter of Offer from alternative provider to be provided  

A letter of offer from another provider must be provided in support of an application for a letter of release. 

“Assessment of application for letter of release” form 

RANSFORD COLLEGE will provide the student with a completed copy of the “assessment of application for 
letter of release” form, which contains details of the assessment of the application and details of the outcome 
of the application.  This will be provided to the student within 14 calendar days of the receipt of an application 
for a release letter. 

Filing documents 

A copy of the release letter and a copy of the “assessment of application for letter of release” will be filed in 
the student’s file.   The Student Services Manager is responsible for ensuring that the documents are filed 
correctly and in a timely fashion. 

Register of provision of release letters 

If a release letter is provided, the Student Services Manager is responsible for ensuring that an entry is made in 
the register of provision of release letters. 

Advising the student of the need to contact Department of Immigration and Boarder Protection for visa 
advice 



 

 

If a release letter is provided in order for a student to change provider, the student will be advised of the need 
to contact DIBP to seek advice on whether a new student visa is required. 

Rejection of application for release letter  

A request for a release letter to allow a student to transfer to another provider may be refused for the 
following reasons: 

• exceptional circumstances relating to the welfare of the student have not been demonstrated 
• the proposed transfer may jeopardise the student’s progression through a packaged set of courses 
• The proposed transfer may be considered detrimental to the student’s welfare or personal safety 
• the student has not utilised the support services available from RANSFORD COLLEGE 
• the student is attempting to avoid being reported to DIBP for failing to meet the attendance or academic 

progress requirements of RANSFORD COLLEGE 
• the student is attempting to avoid being reported to DIBP for a breach of visa conditions 
• the student owes course fees to RANSFORD COLLEGE 
• the student has provided as a reason for the request for the request for transfer matters related to permanent 

residency 
Letter of rejection of application for a release letter 

If a student’s application for a release letter is refused, the student will be sent a letter of rejection of 
application for a release letter and a copy of the completed “assessment of application for letter of release” 
form, which contains details of the assessment of the application and details of the outcome of the 
application.  The letter of rejection and the completed assessment of application for letter of release provide 
detailed explanations for the refusal of RANSFORD COLLEGE to provide a release letter.   

Documents to be filed in the case of rejection of an application for a release letter 

 A copy of the letter of rejection of request for a release letter and the completed copy of the “assessment of 
application for letter of release” form will be placed in the student’s file.   

Register of rejection of applications for release letters 

 An entry will be placed in the register of rejections of applications for release letters.  

 

Appealing the decision to deny an application for a release letter 

A student who is denied an application for a release letter has 20 calendar days to appeal (from a date 
specified in the letter which provides sufficient time to allow 20 calendar days after the letter has been 
delivered) using the RANSFORD COLLEGE complaints and appeals procedure. 

Approximations of a letter of release 

RANSFORD COLLEGE may enrol a student if the student has documentation that approximates a letter of 
release.   For example, the student may provide evidence that his/her Confirmation of Enrolment (CoE) was 
conditional on meeting certain entry requirements and the student did not meet the requirements.    

RANSFORD COLLEGE will note this in PRISMS and keep the documentation on the student’s file.   A student 
who wants a CoE for the purposes of applying for a new visa is not considered to be a demonstrating a 
circumstance that would constitute an approximation of a letter of release. 

Monitor and Review 

The policy and procedures will be monitored by the Training Manager and updated when directed by the Chief 
Executive Officer.  



 

 

65. Complaints and Appeals 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 6.1 (a)(b)(c) 

- Clause 6.2 

- Clause 6.3 

- Clause 6.4 

- Clause 6.5 

• Australian Privacy Principles 
 
 
 

• National Code 2007  

- Part D Clause 7.5 

- Part D Standard 8 

 

 

 

 

 

Related Policies 

• Continuous Improvement 

• Providing feedback to contributors to continuous improvement 

• Assessment 

• Assessment Processes 

• Reasonable Adjustment 

• Assessor Guides and Learner Guides 

• Assessment Moderation 

• Recognition of Prior Learning 

• Compassionate or Compelling Circumstances 

• Learner Support and Welfare Services 

• Reviewing and Improving Learner Support and Welfare Services 

• Student Code of Conduct 

• Privacy 

• Fees and Charges 

• Refunds 

• Ethical Marketing 

• Applications, Offers and Enrolments 

• Enrolment Offer and Acceptance Agreement 

• Education Agents 

• Welfare of Younger Students 

• Transfer between Registered Providers 

• Completion within Expected Duration 



 

 

• Monitoring Course Progress 

• Attendance 

• Deferment, Suspension or Cancellation of Enrolment 

• Plagiarism, Collusion and Cheating 

• Information provided to applicants prior to enrolment 

• Student Handbook 

• RANSFORD COLLEGE Code of Practice 

• RANSFORD COLLEGE student code of Practice 

Related Documents 

• Complaint or appeal lodgement form  

• Complaint or appeal resolution form 

• Student complaint register 

• Student appeal register 

• Register of issues subject to complaints and appeals 

• Complaints and appeals monthly summary report  

• Complaint-appeal process feedback form 
Policy 

RANSFORD COLLEGE will take all complaints and appeals seriously.  They will be resolved quickly and 
equitably, using the principles of natural justice.  The procedures for complaints and appeals will be fair, 
objective and accessible.   

The internal complaints and appeals processes will take place at no cost to the student who lodges the 
complaint or appeal.  Any decision to be implemented as an outcome of a complaint or appeal (internal and/or 
external) which is in favour of the student who lodged it will be immediately implemented along with any 
preventative or corrective action required.  The student will be advised immediately of a favourable outcome.   

The complaints and appeals process is an important part of the RANSFORD COLLEGE continuous improvement 
process.  The register of issues subject to complaints and appeals and the complaints and appeals monthly 
summary report will be considered at each meeting of the RANSFORD COLLEGE management Committee. 

Procedures 

References and Compliance requirements 

Complaints and appeals by students about actions or decisions made by RANSFORD COLLEGE will be 
considered in reference to and in compliance with the following: 

• RANSFORD COLLEGE code of practice 

• RANSFORD COLLEGE student code of practice 

• Australian Privacy Principles 

• RTO Standards 2015 

• Education Services for Overseas Students Act 2000 (ESOS Act 2000)  

• National Code of Practice for Registration Authorities and Providers of Education and Training to Overseas 
Students 2007 (The National Code 2007) 

• Education Services for Overseas Students Regulations 2001 

Information about the complaints and appeals process  



 

 

The Student Services Manager will inform students about the complaints and appeals policy and procedures 
during the orientation program on the first day of enrolment.  The student handbook, supplied to students 
during the first day of enrolment, contains details of the complaints and appeals process.   

Applicants for enrolment are provided with information about the complaints and appeals process in the pre-
enrolment information with which they are supplied.    

Students are provided with information about the complaints and appeals process at orientation and in the 
Student Handbook. 

The CEO is responsible for ensuring that all management staff, student services staff, marketing staff and 
trainers and assessors at RANSFORD COLLEGE are aware of the policies and procedures for complaints and 
appeals.   Provision of information about the RANSFORD COLLEGE complaints and appeals process is part is an 
important aspect of the induction process for new members of staff.   

Informal resolution 

Students who wish to make a complaint about an aspect of RANSFORD COLLEGE’s service or appeal against a 
decision made by RANSFORD COLLEGE are encouraged to initially engage in informal discussion about the 
matter with the staff member or staff members involved.  Students can, additionally or alternatively, discuss 
the matter with the Training Manager, Student Services Manager, or the CEO.    

All staff involved in the discussion of an informal complaint or appeal are required to do their best to resolve 
the matter effectively and quickly in this way.   

Lodging a complaint 

If an issue about which a learner has complained informally cannot be resolved informally, students who wish 
to lodge a formal complaint will be requested to do so using the RANSFORD COLLEGE complaint or appeal 
lodgement form, available from the RANSFORD COLLEGE reception desk or from the Student Services 
Manager.   Students should submit the form at the reception desk, properly signed and dated, and 
accompanied by all relevant supporting documentation.   Supporting documentation should comprise original 
documents or certified copies of original documents.   

Students will be provided with support in completing the complaint lodgement form.  If requested or if it is 
deemed necessary by the Student Services Manager, a learner wishing to make a complaint will have the 
complaint lodgement form completed by a member of the RANSFORD COLLEGE student services staff. 

Acknowledging the Lodging of a complaint 

Each formal complaint lodged by a learner will be acknowledged in writing by a member of the student 
services staff designated by the Student Services Manager.  The acknowledgement will be provided to the 
learner in person and sent as an attachment in an email to the learner. A hard copy of the acknowledgement 
will be posted to the learner’s postal address. 

The RANSFORD COLLEGE complaints Register 

Details of each complaint which is lodged are recorded in the RANSFORD COLLEGE complaints register and 
signed and dated by the staff member who accepted the complaint lodgement form.  At this time a copy will 
be made of the complaint lodgement form and filed in the student’s file.  The original will be forwarded to the 
Student Services Manager.   

The Student Services Manager is responsible for ensuring that all of these actions are completed within one 
working day of the lodgement of the complaint. 

Acting on a complaint 

The Student Services Manager will add the complaint as an agenda item for the next scheduled meeting of the 
RANSFORD COLLEGE management Committee.  As meetings of the RANSFORD COLLEGE management 
Committee are scheduled fortnightly, the matter will be considered within the 10 working days of the 
lodgement of the complaint as required by Standard 8.1(e) of the National Code 2007. 



 

 

Consideration of a complaint by the RANSFORD COLLEGE management committee 

Complaints will be considered by the RANSFORD COLLEGE management Committee, which comprises 
RANSFORD COLLEGE’s CEO, Training Manager and Student Services Manager.  Processing of the complaint may 
require one or more meetings of those involved.   The objective of the process is to reach a determination. 

The right to be accompanied by a support person during the complaints/appeals process 

At any meeting to discuss a complaint, each involved party may be accompanied and assisted by a support 
person, according to the principles of natural justice.    

What can a complaint be about?  

A complaint can be about:  

• any aspect of the service provided, or not provided by RANSFORD COLLEGE 

• the behaviour or decisions of staff, or  

• policies and/or procedures of RANSFORD COLLEGE 

• any action by any relevant 3rd party 

Lodging an appeal 

If a student disagrees with a decision made by RANSFORD COLLEGE, the student may lodge a formal 
appeal.   The appeal should be submitted at the RANSFORD COLLEGE reception desk using the RANSFORD 
COLLEGE complaint or appeal lodgement form.  It must be lodged within twenty (20) working days of 
notification of the decision which is being appealed against.  Notifications of decisions which are provided to 
students in writing will include a date from which the twenty (20) working days available to lodge an appeal 
applies.  The date specified will allow for time for delivery to the student of the notification.   

The RANSFORD COLLEGE student Appeals Register 

Details of an appeal are recorded in the RANSFORD COLLEGE appeals register and signed and dated by the 
staff member who accepted the lodgement form.  At this time a copy will be made of the completed 
lodgement form and filed in the student’s file.  The original will be forwarded to the Student Services Manager.   

The Student Services Manager is responsible for ensuring that all of these actions are completed within one 
working day of the lodgement of the appeal. 

Acting on an appeal 

The Student Services Manager will add an agenda item to the next scheduled meeting of the RANSFORD 
COLLEGE management Committee.  As meetings of the RANSFORD COLLEGE management Committee are 
scheduled fortnightly, the matter will be considered within the 10 working days of the lodgement of the 
complaint as required by Standard 8.1(e) of the National Code 2007. 

Consideration of an appeal by the RANSFORD COLLEGE management Committee 

Appeals against decisions will be considered by the RANSFORD COLLEGE management Committee, which 
comprises RANSFORD COLLEGE’s CEO, Training Manager and Student Services Manager.  Processing of the 
appeal may require one or more meetings of those involved.   The objective of the process is to reach a 
determination. 

The right to be accompanied by a support person during the appeals process 

At any meeting to discuss an appeal, each involved party may be accompanied and assisted by a support 
person, according to the principles of natural justice.    

Corrective action in the case of an appeal which finds in the student’s favour 

The notification of the outcome of the appeal will include the reasons for the decision.  If an appeal finds in a 
student’s favour, corrective action may include restoration of the student’s academic record.     

What can an appeal be about?  

An appeal can be about any decision made by RANSFORD COLLEGE which has an impact on a student.   



 

 

Internal appeals about RANSFORD COLLEGE’s intention to report the student to DIBP for breach of visa 
condition 8202 as a result of unsatisfactory course progress can be reviewed by an external reviewer (the 
Overseas Student Ombudsman). 

Processing a complaint or appeal 

RANSFORD COLLEGE management is committed to processing complaints and appeals effectively and 
efficiently, according to the following procedures. 

Process begins within ten (10) working days of the formal lodgement of a complaint or appeal 

The process of formal consideration of a complaint or appeal commences within ten (10) working days of the 
formal lodgement of the complaint or appeal.  The formal lodgement of a complaint or appeal must be 
accompanied by all relevant documentation.  All reasonable measures will be taken to finalise the process as 
soon as practicable.    

Meeting of the RANSFORD COLLEGE management Committee 

The student who lodged the complaint or appeal and a support person will be invited to the meeting of the 
RANSFORD COLLEGE management Committee which is considering the complaint or appeal.  Any other parties 
involved in the complaint or appeal and their support persons will also be invited to the meeting.   

Provision of relevant documentation 

All parties involved in the complaint or appeal will be invited to provide relevant documentation as evidence to 
be considered by the RANSFORD COLLEGE management Committee.  Documentation provided must be 
original documents or certified copies of original documents. 

Opportunity to formally present the case 

The student making the complaint or appeal will be provided with the opportunity to formally present his or 
her case to the RANSFORD COLLEGE management Committee. 

Questioning 

The student and all other parties in the complaint or appeal will be provided with the opportunity to ask 
questions and will be requested to provide answers to questions which are asked by members of the 
RANSFORD COLLEGE management Committee.   

Consideration by the Management Committee 

After the student has presented his or her case, and questioning of and by the student and other parties 
involved is complete, the student and the student’s support person, and all other parties involved in the 
complaint or appeal, along with their support persons, will be asked to leave the meeting and wait while the 
committee considers the evidence.   

Verbal notification of the outcome 

The student and the student’s support person and all other parties involved in the complaint or appeal, along 
with their support persons, will be invited back to the meeting for verbal notification of the interim outcome.  
If the student accepts the verbal notification of the interim outcome, it will be formalised with a written 
statement of the outcome (described below). 

Opportunity to request a second meeting 

After verbal notification of the interim outcome of the complaint or appeal, the student making the complaint 
or appeal may request the opportunity for a second meeting at which additional evidence may be presented.  
The student should make this request as soon as practicable, but no later than five (5) working days after the 
initial meeting.  The student should make the request in person to the Student Services Manager.  If an 
additional meeting is requested, it will be agreed to, and scheduled for a date and time suitable for the 
student, all other parties involved, and the RANSFORD COLLEGE management Committee.  The date for which 
the additional meeting is scheduled must be such that the complaints/appeal process can be finalised as soon 
as practicable. 



 

 

Procedure for a second meeting 

The procedure for the conduct of the second meeting of the RANSFORD COLLEGE management Committee to 
consider the additional evidence will be the same as that for the initial meeting, except that the student will 
not have the opportunity to request an additional meeting following the second meeting.  The student will, 
however, be able to invoke an external complaint or appeal handling process (see below). 

Timeframe for resolving a complaint or appeal 

Each formal complaint or appeal will be resolved as soon as practicable.  If a complaint or appeal is not 
finalised within 60 calendar days, the complainant or appellant will be informed of why that is the case and 
provided with an update every five day thereafter. 

Notification of the outcome of a complaint or appeal 

Each learner making a complaint or appeal is given a written statement of the outcome, including details of the 
reasons for the outcome. The form entitled “complaint or appeal resolution form" is used for this purpose.    

Notification of the outcome of an appeal 

In the case of an appeal, the document notifying the student of the outcome will summarise the information 
provided by the student during appeal process, why particular information was or was not taken into 
consideration, how much weight was given to the supporting documents and why it did or did not meet the 
grounds of appeal. 

Complaint or appeal resolution form 

The complaint or appeal resolution form will be emailed to the learner and posted to the learner at the 
address supplied on the complaint or appeal lodgement form.  The form will be accompanied by a letter which 
provides a date after which the student has twenty days to appeal the outcome of the complaint or appeal.  
The letter informs the student that an appeal against a decision made regarding an appeal can only be made if 
new or additional evidence is supplied. 

Appealing against RANSFORD COLLEGE’s intention to defer, suspend or cancel enrolment 

In the case of international students, a notice of intention to defer, suspend or cancel enrolment and report to 
DIBP will clearly identify that the student receiving the notice will be given 20 working days to access 
RANSFORD COLLEGE’s internal complaints and appeals process.   The 20 working days begins from a date 
specified in the letter which allows for reasonable time for delivery of the letter.  Notices of intention to defer, 
suspend, or cancel enrolment are sent by registered mail to the address on the student’s file and by email to 
the email address on the student’s file.  Registered post-delivery confirmation and email read delivery is 
requested. 

If no appeal is received, then the Student Services Manager is responsible for contacting the student on the 
19th working day following the date specified in the letter in order to provide the student with a final 
opportunity to lodge an internal appeal.  Contact will be made by telephone and email. 

For more information, please refer to the RANSFORD COLLEGE Deferment, suspension and cancellation policy. 

Appealing against RANSFORD COLLEGE’s intention to report to DIBP for not meeting satisfactory course 
progress requirements 

A student has 20 working days to appeal the decision to report to DIBP for not meeting satisfactory course 
progress requirements.   The 20 working days begins from a date specified in the letter informing the student 
of RANSFORD COLLEGE’s intention to report which allows for reasonable time for delivery of the letter.  
Notices of intention to report to DIBP for not meeting satisfactory course progress requirements are sent by 
registered mail to the address on the student’s file and by email to the email address on the student’s file.  
Registered post-delivery confirmation and email read delivery is requested. 



 

 

If no appeal is received, then the Student Services Manager is responsible for contacting the student on the 
19th working day following the date specified in the letter in order to provide the student with a final 
opportunity to lodge an internal appeal.  Contact will be made by telephone and email. 

For more information, please refer to the RANSFORD COLLEGE Monitoring course progress policy. 

Appealing an appeal 

An appeal of a decision about an appeal can be made only if the student is able to provide new evidence in 
relation to the original decision which was appealed. 

Information provided by RANSFORD COLLEGE in the complaint or appeal resolution form 

The response provided to complainants and/or appellants will include information regarding  

• reasons for any decisions made 

• any changes that have resulted from the complaint or appeal 

• an apology where appropriate 

• information on where to seek an independent review 

• acknowledgement of thanks to the complainant for their feedback. 

Maintaining enrolment during the complaints and appeals process 

While any internal complaint or appeal is ongoing, RANSFORD COLLEGE will maintain the enrolment of the 
student. 

RANSFORD COLLEGE will maintain the student’s enrolment during an external appeals process if the appeal is 
against RANSFORD COLLEGE’s decision to report the student for unsatisfactory course progress.   That is, for an 
appeal against a decision to report the student for unsatisfactory course progress, RANSFORD COLLEGE will 
await the outcome of the external process before proceeding, as reporting for unsatisfactory course progress 
may result in automatic visa suspension. 

If the external appeal is against RANSFORD COLLEGE’s decision to defer or suspend a student’s enrolment due 
to misbehaviour, or to cancel the student’s enrolment, RANSFORD COLLEGE will await only the outcome of the 
internal appeals process (if it is in support of RANSFORD COLLEGE’s decision) before notifying DOE through 
PRISMS of the change to the student’s enrolment.  Once DOE has been notified of a deferment, suspension or 
cancellation of a student’s enrolment, the student has 28 days in which to: 

• leave Australia, or 

• show DIBP a new CoE, or 

• provide DIBP with evidence that he or she has accessed an external appeals process 

Collection of data about complaints and appeals 

A systematic record of complaints and appeals and their outcomes is maintained to enable RANSFORD 
COLLEGE to monitor the progress of complaints and appeals and to identify issues about which there are 
repeated complaints or appeals.  RANSFORD COLLEGE will ensure that enough detail about each complaint or 
appeal is captured to allow an appropriate level of analysis.   Information about complaints is recorded in the 
student complaints register and information about appeals is recorded in the student appeals register.  

Register of issues subject to complaints and appeals 

Information about each issue subject to complaints and appeals is recorded in the register of issues subject to 
complaints and appeals.  This register will contain information about the issue, the parties involved, and the 
resolution.  There is provision in the register for multiple entries for each issue.   

Ensuring the currency of the complaints, appeals and issues registers 

The Student Services Manager is responsible for ensuring that the complaints, appeals and issues registers are 
current.   All three registers are considered at each meeting of the RANSFORD COLLEGE management 
Committee and form an important part of RANSFORD COLLEGE’s continuous improvement program. 



 

 

Improving policies and procedures in response to complaints or appeals 

Recommendations of actions to be taken in response to complaints or appeals are recorded in the minutes of 
the RANSFORD COLLEGE management meetings.  The CEO will issue instructions for actions to be taken to 
improve policies and procedures in response to the recommendations of the RANSFORD COLLEGE 
management Committee.  

Policies and procedures improvement register 

Information about all improvements to policies and procedures is recorded in the policies and procedures 
improvement register.  Improvements resulting from responses to complaints or appeals are identified as 
such.  Please refer to the Policy Development and Review policy for details.  

Systemic and recurring problems  

Systemic problems are defined as being caused by failures in the course structure, delivery and assessment 
systems or organisational policies or procedures.   Complaints or appeals will be categorised so that systemic 
and recurring problems can be identified and rectified.   This information is available from the register of issues 
subject to complaints and appeals.   

Complaints and appeals monthly summary report 

The Student Services Manager is responsible for producing a monthly summary report of complaints and 
appeals for consideration by the RANSFORD COLLEGE management Committee0. 

Information about complaint or appeals management will include: 

• number of complaint or appeals received 

• amount of time taken to resolve the complaint or appeals 

• service improvements made as a result of the complaint or appeals received. 

External reviews by an appropriate independent party 

Mechanisms are available to students for independent reviews of decisions made by RANSFORD COLLEGE.  
Please refer to the following section in this manual (“Independent Reviews)”.



 

 

66. External Reviews 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 6.3(e) 

• National Code 2007  

- Part D Standard 8 

Related Policies 

• Monitoring Course Progress 

• Deferment, Suspension or Cancellation of Enrolment 

• Complaints and Appeals 

Policy 

RANSFORD COLLEGE will provide mechanisms to allow for the fair equitable raising and resolution of issues 
and concerns of students and staff.  

An international student may lodge an external appeal or make an external complaint about a decision by 
contacting the Overseas Student Ombudsman.  The Overseas Student Ombudsman offers a free and 
independent service for overseas students who have a complaint or want to lodge an external appeal about a 
decision made by their private education or training provider.   

The opportunity to lodge a complaint with the Overseas Student Ombudsman applies to former accepted 
students (students who have ceased studying with RANSFORD COLLEGE) as well as to accepted students. 

All students will be provided with information about how to have a decision made by RANSFORD COLLEGE 
reviewed by an appropriate independent party. 

Procedures 

The Overseas Student Ombudsman 

All students (including former students who are no longer enrolled with RANSFORD COLLEGE) may avail 
themselves of the services of the Overseas Student Ombudsman. 

Information about the opportunity to lodge external appeals or to make complaints externally to the Overseas 
Student Ombudsman is made available to students in the student handbook. 

Upon communicating to a decision or an outcome of an internal appeal, students will be advised of their right 
to lodge an external appeal or make an external complaint, according to the following wording: 

“If you wish to lodge an external appeal or complain about this decision, you can contact the Overseas Student 
Ombudsman.  The Overseas Student Ombudsman offers a free and independent service for Overseas Students 
who have a complaint or want to lodge an external appeal about a decision made by their private education or 
training provider.  See the Overseas Student Ombudsman website www.oso.gov.au or phone 1300 362 072 for 
more information”. 

Alternatively, the student may choose to take action under Australia’s consumer protection laws. 

If the external review process supports the complaint, RANSFORD COLLEGE will immediately implement any 
decision and/or action required, and advise the student in writing.   If the external complaint or review is not 
upheld, then the student will be given a written explanation including the reasons for that decision. 

 



 

 

Review of decisions by an appropriate independent party 

The Student Services Manager is responsible for providing students with information about the opportunity for 
review of decisions made by RANSFORD COLLEGE by an appropriate party independent of RANSFORD COLLEGE 
and the learner, at the request of the individual making the complaint or appeal, if RANSFORD COLLEGE’s 
internal processes fail to resolve the complaint or appeal. 

Students will be informed that a mediator can be provided by the Australian Mediation Association.  
RANSFORD COLLEGE will pay the cost of one mediation session of up to two hours duration.  Should the 
matter require further mediation, it will be at the cost of the individual requesting the external review.



 

 

67. Compassionate or Compelling Circumstances 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• National Code 2007 Part D  
• Standards 8,  
• Standards 9,  
• Standards 10,  
• Standards 13 

• Section 19(2) of the ESOS Act 2000 

 

 

Related Policies 

• Completion within expected duration 
• Monitoring Course Progress 
• Deferment, Suspension or Cancellation of Enrolment 
• Assessment Process 
• Complaints and Appeals 

Related Documents 

• Application for variation of enrolment 
• Application for course extension 
• Complaint or appeal lodgement form 
• Application for deferment, suspension or cancellation of enrolment 
• Application for late submission 

Policy 

RANSFORD COLLEGE will consider evidence of compassionate or compelling circumstances in determination of 
applications for variation of enrolment, application for course extension, deferment or suspension of 
enrolment, and assessment submission extension.  RANSFORD COLLEGE will also consider compassionate or 
compelling circumstances in the development of intervention strategies for students who are risk of failing to 
meet course progress requirements, and in the process of resolving complaints and appeals. 

Procedures 

Staff responsible for considering compassionate or compelling circumstances 

The CEO, Training Manager, Student Services Manager and Training Manager (the RANSFORD COLLEGE 
management committee) will meet to assess claims of compassionate or compelling circumstances.  Taking a 
consensus approach, they will use their professional judgement to assess each case on its merits.    

In support of the attendance policy and the assessment processes policy, the management committee will 
delegate the task to the Training Manager, who may consult the broader management committee as 
necessary. 

  

 

Requirement for documentary evidence 

When determining whether compassionate or compelling circumstances exist, RANSFORD COLLEGE requires 
that documentary evidence be provided to support the claim.  All documents provided by a student in support 
of a claim of compassionate or compelling circumstances must be originals or certified copies of originals. 



 

 

Filing of documents 

All documents provided by a student in support of a claim of compassionate circumstances will be filed by the 
Student Services Manager in the student’s file, along with a record of the decision about whether 
compassionate or compelling circumstances exist, and why the decision was made. 

Definition of compassionate or compelling circumstances 

The following explanation of compassionate or compelling circumstances does not provide a complete list of 
such circumstances. 

The following explanation, however, is generally applicable to RANSFORD COLLEGE’s policies of completion 
within expected duration, monitoring course progress and deferment, suspension and cancellation. 

Compassionate or compelling circumstances are generally those beyond the control of the student and they 
have an impact on the student’s capacity and/or ability to progress through a course.   

Compassionate or compelling circumstances could include: 

• Serious illness or injury, where a medical certificate states that the student was unable to attend classes 
• Bereavement of close family members such as parents or grandparents (where possible a death certificate 

should be provided) 
• Major political upheaval or natural disaster in the home country requiring their emergency travel and this has 

impacted on their studies 
• A traumatic experience which could include but is not limited to: 
- involvement in or witnessing of an accident 
- a crime committed against the student 
- the student has been a witness to a crime 

and this has impacted on the student (these cases should be supported by police or psychologist’s reports). 

These are only examples of what may be considered compassionate or compelling circumstances. The 
members of the RANSFORD COLLEGE management committee will use their professional judgment to assess 
each case on its individual merits. When determining whether compassionate or compelling circumstances 
exist, RANSFORD COLLEGE will consider documentary evidence provided to support the claim, and will keep 
copies of these documents in the student's file.  

Class attendance and assessment submission 

The Training Manager will consider explanations for poor class attendance and applications for late 
assessment submission (please refer to the attendance policy and the assessment processes policy).  The 
above explanation of compassionate or compelling circumstances will apply. 

The following are examples of explanations which will not be considered as valid explanations for lateness to 
or non-attendance of scheduled classes, or late submission of responses to assessment tasks. 

• Transport delay 
• Routine demands of employment 
• Difficulties in adjusting to academic life 
•  Routine financial support needs 
• Lack of knowledge of requirements of academic work 
• Misread timetable 
• Recreational travel (domestic or international)



 

 

68. Completion within expected duration 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• National Code 2007 Part D  

- Standards 9,  

- Standard 10,  

- Standard 13 

Related Policies 

• Training and Assessment Strategies 

• Attendance 

• Learner Support and Welfare Services 

• Monitoring course progress 

Related Documents 

• Application for variation of enrolment 

• Application for course extension 

• Confirmation of Enrolment (CoE) 

• Notice of reduced study load 

• Notice of increased study load for the next study period 

• Note of variation to expected course duration 

• Register of students at risk of failing to complete their course within the expected duration  

• Rejection of application for variation of enrolment 

• Rejection of application for course extension 

Policy 

RANSFORD COLLEGE monitors the enrolment load of each student throughout the student’s course.  Should a 
student’s enrolment load vary from one RANSFORD COLLEGE compulsory study period to another, RANSFORD 
COLLEGE will take action to ensure that the student is able to complete the course within the timeframe 
specified on the CoE.    

The expected duration of study specified in a student’s CoE will not exceed the CRICOS registered course 
duration. 

The definition of a compulsory study period at RANSFORD COLLEGE is provided below. 

Under certain compassionate or compelling circumstances (please refer to the Compassionate or Compelling 
Circumstances policy), RANSFORD COLLEGE will agree to vary a student’s study load.   

If a student studies less than a full-time load in one or more study periods, the student is at risk of not 
completing his or her course within the expected duration as specified on the CoE.   The student may then be 
required to make up the enrolment load by studying units during a non-compulsory study period (i.e. between 
RANSFORD COLLEGE compulsory study periods) or by studying additional units in some study periods.  This will 
compensate for those study periods in which the student was studying a reduced load.   



 

 

RANSFORD COLLEGE will agree to extend the duration of a student’s enrolment and issue a new CoE only 
when it is clear that the student cannot reasonably complete his or her course within the expected duration as 
specified on the student’s current CoE. 

RANSFORD COLLEGE does not deliver programs by distance or online learning, so the requirements (Standard 
9.5 of the National Code of the ESOS Act 2000) that students undertake no more than 25% of their program by 
online or distance learning and that students not be enrolled exclusively in distance or online units in any given 
study period is met.  Because RANSFORD COLLEGE does not offer distance or online learning, the ability to 
monitor the progress of each student against the expected course duration according to the CoE of the 
student is not compromised.  

Procedures 

RANSFORD COLLEGE compulsory study periods 

A compulsory study period is defined by RANSFORD COLLEGE as one RANSFORD COLLEGE term (ten weeks), 
with specific start and end dates in the academic calendar.  For each academic year, term one comprises the 
first compulsory study period, term two comprises the second compulsory study period, term three comprises 
the third compulsory study period, and term four comprises the fourth study period.  Please refer to the 
Academic Calendar and Timetabling policy for more detail. 

Application for variation of enrolment 

Students must apply to be enrolled for less than a full-time load.  To do this, a student must complete an 
application for variation of enrolment.  Documentary evidence of compassionate or compelling circumstances 
(as defined in the Compassionate and Compelling Circumstances Policy), or one of the circumstances defined 
in the following section (Circumstances which might be considered in an application for variation of 
enrolment) must be provided in support of the application.  If the reason for the application is a 
compassionate or compelling circumstance outside of the student’s control, the application must be submitted 
within 10 working days of the occurrence of those circumstances.   

Circumstances which might be considered in an application for variation of enrolment 

For applications for a variation of enrolment, the following circumstances will be considered in addition to 
compassionate and compelling circumstances as defined in the Compassionate and Compelling Circumstances 
policy:  

• where RANSFORD COLLEGE was unable to offer a prerequisite unit  

• where the student was unable to begin studying on the course commencement date due to a delay in 
receiving a student visa. 

• a reduced load in a study period or a course extension is part of an intervention strategy which has been 
implemented to assist the student to successfully complete the course  

• the student has studied, or plans to study (such a plan can be made only in consultation with the CEO), extra 
units in another study period 

• the student has only a few units to complete and these do not constitute a full-time load  

Assessing the evidence in support of an application for variation of enrolment 

The CEO will assess the evidence provided by students in support of applications for variation of enrolment.  
All documentary evidence must comprise original documents or certified copies of original documents. 

Action taken if an application for variation of enrolment is successful 

If the application for variation of enrolment is successful, the Student Services Manager is responsible for the 
following procedures. 

 

 



 

 

• Register of students at risk of failing to complete their course within the expected duration 

A record will be added to the register of students at risk of failing to complete their course within the expected 
duration.   

• Notice of reduced study load 

The student will be sent a letter with a notice of reduced study load.  The letter will inform the student of the 
requirement to meet with the CEO prior to the start of the next term to discuss the process of making up for 
the reduced study load. 

• Filing relevant documents  

The approved application form and all documentary evidence will be placed in the student’s file, along with 
the notice of reduced study load 

• Meeting with the Training Manager 

A meeting with the Training Manager will be organised prior to the start of the next term.  In this meeting, the 
process of making up for the reduced study load will be agreed upon.   

• Notice of increased study load for the next study period 

After the meeting with the Training Manager, the student will be sent a letter with a notice of increased study 
load for the next study period.  The notice of increased study load will be placed in the student’s file. 

Action taken if an application for variation of enrolment is unsuccessful 

If the application for variation of enrolment is unsuccessful, the Student Services Manager is responsible for 
the following procedures. 

• Rejection of application for variation of enrolment 

A letter will be sent notifying the student of the rejection of the application for variation in enrolment. 

• Filing relevant documents  

The unapproved application form and all documentary evidence will be placed in the student’s file. 

• Maintaining the current study load 

The student will be required to maintain the current study load. 

Meeting with students on the register of students at risk of failing to complete their course within the 
expected duration 

Before the beginning of each term, the CEO will meet with students who appear on the register of students at 
risk of failing to complete their course within the expected duration.  The CEO will organise a revised study 
load for each student.  This may involve the student undertaking an additional unit or units during the next 
term.  

Extending course duration 

A student’s course duration will be extended only when compassionate or compelling circumstances (as 
defined in the Compassionate and Compelling Circumstances Policy) are demonstrated and when a reduced 
study load is not possible in order to accommodate these circumstances. 

Application for extension of course duration 

A student who wishes an extension to his or her course duration must complete an application for extension of 
course duration.  

Course extension upon approved deferment or suspension 

Alternatively, a course extension may be approved if an approved deferment or suspension has been granted 
according to the conditions of Standard 13 of the National Code 2007.   

 

 



 

 

Requirement to check with the nearest DIBP office 

Students applying for an extension to course duration will be advised to check with the nearest DIBP office for 
information about the impact of the extension of the course on the student’s visa.   

Assessment of evidence provided in support of applications for course extension 

The CEO will assess the evidence provided by students in support of applications for course extension.  All 
documentary evidence must comprise original documents or certified copies of original documents. 

Extension of course duration in order to meet the requirements of an intervention strategy 

If a student is applying for an extension of course duration in order to meet the requirements of an 
intervention strategy, the CEO will ensure that, should the student meet the requirements of the intervention 
strategy,  the student is likely to complete the course within the extended duration proposed. 

Actions taken if an application for course extension is successful 

If an application for course extension is successful, the Student Services Manager is responsible for the 
following procedures. 

• Filing relevant documents 

The approved application form and all documentary evidence will be placed in the student’s file 

• Reporting to DIBP the change in course duration 

The change in course duration is reported to DIBP via the PRISMS system 

• Issuing a new CoE 

A new CoE is issued. 

• Note of the variation to the expected course duration placed in student’s file 

A note of the variation to the expected course duration and the reasons for the variation is placed in the 
student’s file. 

Actions taken if an application for course extension is unsuccessful 

If an application for course extension is unsuccessful, the Student Services Manager is responsible for the 
following procedures. 

• Rejection of application for course extension 

A letter will be sent notifying the student of the rejection of the application for course extension. 

• Filing of relevant documents 

The unapproved application form and all documentary evidence will be placed in the student’s file. 

• Maintenance of current study load 

The student will be required to maintain the current study load. 



 

 

69. Monitoring Course Progress 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• National Code 2007  

- Part D Standard 9,  

- Part D Standard 10 

• Section 19(2) of the ESOS Act 2000 

 

Related Policies 

• Training and Assessment Strategies 
• Learner Support and Welfare Services 
• Reviewing and Improving Learner Support and Welfare Services 
• Attendance 
• Compassionate or Compelling Circumstances 
• Complaints and Appeals 
• Applications, Offers and Enrolments 
• Information Provided to Applicants Prior to Enrolment 
• Records Management 
• Fees and Charges 
• Deferment, Suspension or Cancellation of Enrolment 
• Completion within Expected Duration 
• Refunds 
• Scheduling and Timetabling 

Related Documents 

• Training and Assessment strategy for each qualification 
• Assessment schedule for each qualification 
• Course timetable for each qualification 
• Attendance sheet for each unit of competency 
• Students at risk report 
• Notice of risk of failure to meet satisfactory course progress 
• Intervention strategy agreement (Intervention strategy meeting outcome) 
• Register of students notified of being at risk of failure to meet satisfactory course progress requirements 
• Notice of intention to report to DIBP for unsatisfactory course progress 
• Complaint or appeal lodgement form  
• Final letter to report (outcome of internal review) 
• Report of students to be reported to DIBP for failure to meet satisfactory course progress policy 

Policy 

The RANSFORD COLLEGE monitoring course progress policy is in support of the RANSFORD COLLEGE 
attendance policy and completion within extended duration policy.  RANSFORD COLLEGE requires each 
enrolled student to achieve satisfactory course progress in their chosen course of study to complete the 
course within the course duration and RANSFORD COLLEGE will have processes in place for student who fail to 
achieve satisfactory course progress. 



 

 

RANSFORD COLLEGE will systematically monitor and record the course progress of each enrolled student for 
the duration of the course/s in which they are enrolled.   

RANSFORD COLLEGE will monitor the progress of students to attend compulsory study periods, meet full time 
study activity and assist them to meet their study goals throughout their courses.   

Students are required to meet satisfactory course progress requirements according to the National Code 2007 
standard 10.    

A compulsory study period is defined by RANSFORD COLLEGE as one term (of variable duration according to 
the qualification undertaken, but usually ten weeks).  Further definition is provided below. 

All students will have their progress monitored at the end of each study period (one RANSFORD COLLEGE 
term).  Arrangements will be put in place to assist those students who are identified as not making satisfactory 
course progress. 

Students who do not meet the requirements for satisfactory course progress over two consecutive compulsory 
study periods will be considered in breach of visa condition 8202 and will be reported to the Department of 
Education (DOE) and the Department of Immigration and Border Protection (DIBP). 

Throughout the process of course progress monitoring, students will be provided with appropriate avenues of 
appeal. 

Procedures 

Course progress monitoring 

Each student’s attendance to their class will be recorded in the attendance sheet and to be monitored by the 
Training Manager to ensure that students are completing their full-time study activity. 
Students will be required to complete the developed assessment activities as set out in their training plan and 
Trainers will provide the assessment activities and deadlines for each unit of competence being undertaken. 
Satisfactory course progress is defined as successfully completing or demonstrating competence in at least 
50% of the units of competency attempted in any study period.  
Course progress is recorded by the trainer and will notify the Training Manager when student fall below the 
course progress requirement. 
Satisfactory course progress requirements 

A student who has been assessed as not yet competent in 50% or more of the units attempted in a compulsory 
study period of ten weeks (one RANSFORD COLLEGE term) is deemed to have not met satisfactory course 
progress requirements.  Students will be reminded by their trainer to speak with them or the Training Manager 
when they experience difficulty progressing in their course.  

Information about satisfactory course progress requirements is provided in the Learning and Assessment 
strategy for each qualification, the enrolment information and communicated during orientation. 

Students at risk 

A student at risk of falling below the course progress requirements is defined as one who has not made 
satisfactory academic progress in a course for a compulsory study period (providing the study period is not the 
second consecutive study period for which this is the case), and is therefore subject to an intervention 
strategy. Information about satisfactory course progress requirements is provided in the Learning and 
Assessment strategy for each qualification. 

The Training Manager is responsible for identifying students at risk.  Following the completion of the entry of 
all assessment outcomes at the end of each compulsory study period, the Training Manager will produce a 
report which identifies all students at risk (Students at risk report).   

The report will identify students at risk by student number and name, and list the units of competency for 
which they have been assessed as not yet competent.  

Notifying students of the requirement to attend an intervention strategy meeting 



 

 

The Student Services Manager is responsible for making contact by mail and email with all students at risk.  
The letter sent to students at risk is referred to as the notice of failure to meet course progress requirements. 

The letter notifies students at risk that: 

• they have not met satisfactory course progress requirements for the previous study period 

• they are required to attend an intervention strategy meeting with the Training Manager (or a designated 
trainer/assessor delegated by the Training Manager) 

The letter will have a current statement of attainment enclosed.    

Students will be provided with details of a time and place to meet with the Training Manager or a 
trainer/assessor delegated by the Training Manager.  Students are required to confirm that they will attend 
the meeting by tearing off the “meeting confirmation” slip and returning it to the reception desk. 

If a student at risk does not return the meeting confirmation slip within five working days, the Student Services 
Manager will attempt to make contact with the student by telephone, email and text message in order to 
advise the student of the requirement to attend an intervention strategy meeting.  If the student is unable to 
be contacted by any of these means, a note will placed on the attendance roll alerting trainers/assessors to the 
fact that the student must be informed of the requirement to contact the Student Services Manager.  

Intervention strategy meetings 

The Training Manager or a trainer/assessor delegated by the Training Manager will meet with all students at 
risk.  These meetings are referred to as intervention strategy meetings.   

The objective of each intervention strategy meeting is to develop a strategy to: 

• help the student meet the course progress requirements for the current study period 

• enable the student to satisfy the conditions of their student visa by completing their course within the 
expected duration.   

Intervention strategy meetings must take place as soon as possible following the end of the study period, but 
no later than the end of the third week of the following study period. 

The intervention strategy meeting with each student at risk will address the issue of not meeting satisfactory 
course progress requirements in the previous study period.   

The following topics will be amongst those discussed during the intervention strategy meeting with each 
student at risk 

• the consequences (reporting to DIBP for unsatisfactory course progress) of not meeting satisfactory course 
progress requirements in two consecutive study periods. 

• the requirement to attend scheduled meetings to discuss progress 

• the suitability of the course for the student 

• a revised study plan (e.g. a decreased study load, reassessment in units of competency for which the student 
has not been assessed as competent and for which the student has not been previously reassessed) 

• the availability of academic support classes and their suitability for the student (there is a fee for each two-
hour academic support class – please refer to the current fee schedule) 

• the availability of referral to personal guidance counsellors (internal or external) (there is no fee for referral to 
counselling), although external counselling may incur a fee 

• attendance at ongoing individual case management sessions to discuss progress 

• assistance with issues of language, literacy or numeracy  

The student may be required to attend Language literacy and numeracy skills assistance classes  

• the availability and suitability of one-on-one academic mentoring (there is a fee for one-on-one academic 
mentoring – please refer to the current fee schedule) 



 

 

An intervention strategy, designed to provide the student with the opportunity to recover from the 
unsatisfactory academic progress and recommence a successful study program, will be planned, documented, 
and agreed during the intervention strategy meeting.   

Intervention strategy agreement 

At the end of the intervention strategy meeting, the Training Manager or the delegated trainer/assessor and 
the student will agree upon an intervention strategy.   The intervention strategy will require subsequent 
meetings with the Training Manager or other identified members of staff.  The Training Manager will provide 
the student with an intervention strategy agreement which is signed by both parties.   The intervention 
strategy agreement will summarise the topics discussed during the intervention strategy meeting and list the 
remedial activities agreed upon. 

The intervention strategy agreement will include, but not be restricted to: 

• actions to be taken by the student 

• the timeframe for completing those actions 

• details of weekly meetings to monitor the progress of the student as the intervention strategy proceeds (these 
will be with a trainer/assessor delegated by the Training Manager). 

• information regarding implications of not meeting satisfactory course progress requirements in two 
consecutive study periods 

• a recommendation, if necessary, for the student to apply for an extension of course duration 

• information on the RANSFORD COLLEGE complaints and appeals process 

Monitoring the intervention process 

Students at risk will be required to attend meetings with the Training Manager, or with a trainer/assessor 
delegated by the Training Manager, at the times and locations specified in the intervention strategy 
agreement.  During these meetings, each student’s progress according to the agreed actions of the 
intervention strategy will be reviewed.   

If the Training Manager determines that a student has failed to comply with the agreed actions of the 
intervention strategy, or if the student is experiencing difficulty with the requirements of the intervention 
strategy, the Training Manager or delegated trainer/assessor will organise additional support for the student 
as necessary.    

Any additional support strategies will be discussed during a meeting of the Training Manager or delegated 
trainer/assessor and the student, and documented and agreed in writing between the Training Manager or 
delegated trainer/assessor and the student. 

Additional support strategies may incur a fee according to the schedule of fees documented in the enrolment 
offer and acceptance agreement. 

Register of students notified of at risk 

All students at risk will have their details added to the register of students at risk. 

Appealing the need for an intervention 

A student at risk may decide to appeal the necessity for intervention.  If so, the RANSFORD COLLEGE appeals 
process can be invoked by the student.  A student has 20 working days to appeal the decision to report to 
place them on academic probation and implement and intervention strategy.   The 20 working days begins 
from a date specified in the letter which allows for reasonable time for delivery of the letter 

Students no longer at risk of failure to meet course progress requirements 

If a student demonstrates competency in 50% or more of the units of competency in the study period 
following that in which the student was identified as being at risk, the student will be deemed as no longer at 
risk.  The register of students at risk will be updated accordingly by the Student Services Manager. 



 

 

Filing details of intervention 

Individual intervention strategies are to be filed in the student’s hard file, entered as notes in the student 
database and filed in the” students at risk” folder (maintained by the Student Services Manager).  A record of 
each student’s participation in activities agreed as part of the intervention strategy is to be kept and stored in 
the student’s file.  

Application for extension of course duration 

A student who wishes an extension to his or her course duration must complete an application for extension of 
course duration. (as defined in the Completion within expected duration Policy) 

Requirement to check with the nearest DIBP office 

Students applying for an extension to course duration will be advised to check with the nearest Department of 
Immigration and boarder protection (DIBP) office for information about the impact of the extension of the 
course on the student’s visa.   

Extending course duration 

A student’s course duration will be extended only when compassionate or compelling circumstances (as 
defined in the Compassionate and Compelling Circumstances Policy) are demonstrated and when a reduced 
study load is not possible in order to accommodate these circumstances. 

Course extension upon approved deferment or suspension 

Alternatively, a course extension may be approved if an approved deferment or suspension has been granted 
according to the conditions of Standard 13 of the National Code 2007.   

Intention to report to the Department of Immigration and Boarder Protection 

At the end of each study period, the Student Services Manager will produce a report on the progress of all 
students previously identified as being at risk.  Students who for two consecutive study periods have not met 
satisfactory course progress requirements will be notified by mail and email of RANSFORD COLLEGE’s intention 
to report them to (Department of Immigration and Boarder Protection) DIBP.     

Students who are sent a letter informing them of RANSFORD COLLEGE’s intention to report them to DIBP for 
not meeting course progress requirements will have their details added to the register of students to be 
reported to DIBP for not meeting satisfactory course progress requirements. 

Appealing against RANSFORD COLLEGE’s intention to report to Department of Immigration and Boarder 
Protection for not meeting satisfactory course progress requirements 

A student has 20 working days to appeal the decision to report to DIBP for not meeting satisfactory course 
progress requirements.   The 20 working days begins from a date specified in the letter (allowing for 
reasonable delivery time) informing the student of RANSFORD COLLEGE’s intention to report which allows for 
reasonable time for delivery of the letter.   

Notices of intention to report to DIBP for not meeting satisfactory course progress requirements are sent by 
registered mail to the address on the student’s file and by email to the email address on the student’s file.  
Registered post-delivery confirmation and email read delivery is requested. 

If no appeal is received, then the Student Services Manager is responsible for contacting the student on the 
19th working day following the date specified in the letter in order to provide the student with a final 
opportunity to lodge an internal appeal.  Contact will be made by telephone and email. 

For more information, please refer to the RANSFORD COLLEGE complaints and Appeals policy. 

Grounds for Appeal 

If the student appeals the decision to report for not meeting satisfactory course progress requirements, the 
appeals process will be invoked according to the RANSFORD COLLEGE complaints and appeals and procedures.   

Grounds for students to appeal against RANSFORD COLLEGE’s decision to report the student to DIBP for not 
meeting satisfactory course progress requirements are: 



 

 

• RANSFORD COLLEGE has not recorded or calculated the student’s results correctly 

• There are compassionate or compelling circumstances (as defined in the Compassionate and Compelling 
Circumstances Policy) which have contributed to the student’s unsatisfactory progress 

• RANSFORD COLLEGE has not implemented an intervention strategy in accordance with the documented 
policies and procedures  

• RANSFORD COLLEGE has not implemented other policies which may impact upon the student’s results, eg. 
assessment policy, feedback policy, moderation on appeal 

• RANSFORD COLLEGE has not made relevant policies available to the student  

Possible outcomes of the appeal process 

Possible outcomes of the appeals process are: 

• Appeal is upheld because an error was made in a calculation and the student has made satisfactory 
progress.  No further action is taken.  All documentation is filed in the student’s file and a note is placed in the 
student’s file in the student database to the effect that appeal has been upheld. 

• Appeal is upheld due to compassionate or compelling reasons for failure to meet satisfactory course progress 
requirements.  In this case, an intervention strategy is implemented to support the student.  All 
documentation is filed in the student’s file and a note in placed in the student’s file in the student database to 
the effect that the appeal has been upheld and an intervention strategy implemented. 

• Appeal is dismissed.   All documentation is sent to the CEO for reporting to DIBP through PRISMS as soon as 
practicable.   All documentation is then placed in the hard file of the student and a note in the student’s file in 
the student database. 

• Student withdraws from the appeals process by written notice.  All documentation is sent to the CEO for 
reporting to DIBP through PRISMS as soon as practicable.   

Final letter to report 

If, after 20 working days, no appeal against the decision to report to DIBP has been lodged, or the outcome of 
the RANSFORD COLLEGE appeal process does not support the student, or the student has appealed and then 
withdrawn from the appeals process, the Student Services Manager will generate a “final letter to report”.   

This final letter to report will be sent by registered mail and by email to the address on the student’s file and 
by email to the email address on the student’s file.  Registered post-delivery confirmation and email read 
delivery is requested. 

The final letter to report will specify that the student has 20 working days from a date specified in the letter 
(allowing reasonable time for delivery) to initiate an external review of the decision to report.  Advice to the 
student of the right to appeal the decision with the Overseas Student Ombudsman is included in the letter.  
Please refer to the external review policy for more information. 

Reporting to Department of Immigration and Boarder Protection 

If no external review is initiated, the CEO will verify that correct procedures have been followed and initiate 
the reporting via PRISMS.  This is done as soon as practicable, but within five days (consistent with the 
requirement of Section 19(2) of the ESOS Act 2000).  DIBP will automatically be alerted when RANSFORD 
COLLEGE reports a student to the Secretary of the Department of Education via PRISMS. 

Documents to be filed 

All documentation related to the reporting of the student for not meeting satisfactory course progress 
requirements is to be filed in the student’s file.  This includes: 

• the details of the intervention measures implemented for the student (the intervention strategy agreement) 



 

 

•  the written notice informing the student of RANSFORD COLLEGE’s intention to report for not making 
satisfactory progress and advising the student of his/her ability to access RANSFORD COLLEGE’s complaints 
and appeals process within 20 working days (notice of intention to report for unsatisfactory course progress) 

• all details of any appeals made by the student and the outcomes of the appeal process 

• The final letter to report 

Monitor and Review 

The policy and procedures will be monitored by the Training Manager and updated when directed by the Chief 
Executive Officer.  



 

 

70. Attendance 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 
 

Statutory and regulatory compliance 

• Section 19(2) of the ESOS Act 2000 

 

 

• National Code 2007  

- Part D Standard 9,  

- Part D Standard 10 

- Part D Standard 11 

Related Policies 

• Learner Support and Welfare Services 
• Reviewing and Improving Learner Support and Welfare Services 
• Attendance 
• Compassionate or Compelling Circumstances 
• Complaints and Appeals 
• Applications, Offers and Enrolments 
• Information Provided to Applicants Prior to Enrolment 
• Records Management 
• Fees and Charges 
• Deferment, Suspension or Cancellation of Enrolment 
• Completion within Expected Duration 
• Refunds 
• Scheduling and Timetabling 

Related Documents 

• Training and Assessment strategies for each qualification 
• Students at risk report 
• Attendance record.  
• Notice of risk of failure to meet satisfactory course progress 
• Intervention strategy agreement (Intervention strategy meeting outcome) 
• Register of students notified of being at risk of failure to meet satisfactory course progress requirements 
• Notice of intention to report to DIBP for unsatisfactory course progress 
• Complaint or appeal lodgement form  
• Final letter to report (outcome of internal review) 
• Report of students to be reported to DIBP for failure to meet satisfactory course progress policy 

Policy 

The RANSFORD COLLEGE attendance policy is in support of the RANSFORD COLLEGE monitoring course 
progress policy and completion within extended duration policy.  Trainers will discuss assessment activities in 
each class.  Assessment activities will take place during classes and completed by the student outside of class 
hours.  Because of this, it is essential that students attend and participate in the activities of each scheduled 
class.    

Accurate records will be kept of each student’s attendance of scheduled classes.  

Compulsory study periods 



 

 

A compulsory study period is defined by RANSFORD COLLEGE as two RANSFORD COLLEGE terms (ten weeks).  
For each academic year, terms one and two comprise the first compulsory study period, terms three and four 
comprise the second compulsory study period, terms five and six comprise the third compulsory study period, 
and terms seven and eight comprise the fourth compulsory study period. 

Student acceptance of attendance as a condition of enrolment 

When the learner signs the RANSFORD COLLEGE Enrolment Offer and Acceptance Agreement, they confirm 
that they understand the terms and conditions that apply to their enrolment.  

Students are required to make satisfactory course progress according to the policy for monitoring course 
progress and attend at least 80% of classes each term. 

Attendance rolls 

Attendance details will be checked and recorded during each class by use of an attendance roll by the 
trainer/assessors.  Attendance rolls are generated (MS Excel spreadsheet) by the Student Services Manager 
and maintained by the trainer/assessors.   

Trainer/assessor responsibilities for checking and recording attendance 

Trainer/assessors are responsible for ensuring that they: 

• have an attendance roll for each class they teach 

• See the student identification card for each student before recording their attendance.  

• accurately record and save attendance details in the attendance roll 

• attendance rolls are kept safe and secure 

• submit completed attendance rolls to the Training Manager 

Procedure for checking and recording attendance 

Trainer/assessors must check and record attendance using the provided attendance roll within fifteen minutes 
of the nominated start time of each hour of a class.  A student must be in attendance on all of the occasions 
that the attendance was checked for a class in order to be recorded as having being in attendance for the 
class. 

Collating attendance details 

The Student Services Manager is responsible for ensuring that all attendance rolls are completed and returned 
at the end of each teaching day. 

The Student Services Manager is responsible for collating student attendance details daily.   

Notifying RANSFORD COLLEGE of student absences 

Students who cannot attend a class are required to notify RANSFORD COLLEGE in advance by telephone.  
Students who are absent from class due to illness must provide a valid medical certificate from a recognised 
medical practitioner which encompasses the date of the class which was not attended due to illness. 

Keeping RANSFORD COLLEGE informed of address and contact details 

Students must keep RANSFORD COLLEGE informed of their current address and contact details for the 
duration of their course. If a student changes address and contact details at any time during their period of 
enrolment at RANSFORD COLLEGE, they must advise RANSFORD COLLEGE in writing within 7 calendar days.  

Monitor and Review 

The policy and procedures will be monitored by the Training Manager and updated when directed by the Chief 
Executive Officer.  



 

 

 

71. Deferment or Suspension of Enrolment by a Student 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• National Code 2007  

- Part D Standard 2,  

- Part D Standard 13 

Related Policies 

• Deferment of Suspension of Enrolment by RANSFORD COLLEGE 

• Learner Support and Welfare Services 

• Reviewing and Improving Learner Support and Welfare Services 

• Completion with Expected Duration 

• Compassionate or Compelling Circumstances 

• Complaints and Appeals 

• Applications, Offers and Enrolments 

• Information Provided to Applicants Prior to Enrolment 

• Records Management 

• Fees and Charges 

• Refunds 

• Transfer between Registered Providers 

• Applications, Offers and Enrolments 

• Information Provided to Applicants Prior to Enrolment 

• Enrolment Offer and Acceptance Agreement 

• Welfare of Younger Students 
Related Documents 

• Application for deferment or suspension of enrolment 

• Notice of intention to defer, suspend or cancel enrolment 

• Notice of suspension, deferment or cancellation of enrolment 

• Register of applications to defer or suspend enrolment 

• Notice of approval of application for deferment or suspension of enrolment 

• Notice of rejection of application for deferment or suspension of enrolment 

• Register of deferments, suspensions and cancellations of enrolment 

 

 

 

 



 

 

Policy 

RANSFORD COLLEGE currently enrolled student can seek a deferment, suspension or cancelation of their 
enrolment through recognising unforeseen circumstances which can interrupt a student’s study 

Under certain limited circumstances, a student’s enrolment may be deferred or temporarily suspended at the 
instigation of the student.   

Deferment means to delay the commencement of a course.  Suspension of enrolment means to temporarily 
put studies on hold (i.e. adjourn, delay, postpone).   

The Chief Executive Officer of RANSFORD COLLEGE will ensure that applications will be assessed by the 
RANSFORD COLLEGE management Committee. 

Any application for a student’s deferment, suspension or cancelation of their enrolment for student visa 
holders must comply with the ESOS framework.  

Procedures 

Deferment or suspension of enrolment by a student 

Students who wish to defer or temporarily suspend their enrolment can apply to do so only if the course in 
which they were enrolled is unavailable, their visa is delayed or there are compassionate or compelling 
circumstances (as defined in the Compassionate or Compelling Circumstances Policy). 

Supporting Documents 

Supporting documents must be provided by a student to support an application for deferment, suspension or 
cancellation.  Supporting documents include medical certificates, death certificates, police reports, 
psychologists’ reports and any other relevant documents.   

Supporting documents must be original documents or certified copies of original documents. 

Student application for deferment prior to commencement 

A request by a student for a deferment prior to course commencement must be made using the application for 
deferment, suspension or cancellation of enrolment.  The application must be addressed to the Student 
Services Manager.  The application must be accompanied by supporting documents.  When the application is 
processed, and if a deferment is granted, the student will receive a revised offer of enrolment (a revised 
Enrolment Offer and Acceptance Agreement) and a revised CoE.    

Notifying a student of the outcome of an application for deferment prior to enrolment 

An applicant for deferment prior to commencement will have written notification of the result of the 
application available within 10 working days of lodgement of the application.   

The student will be notified of the outcome of the application for deferment by use of either the: 

• "notice of approval for deferment, suspension or cancellation of enrolment", or the  

• "notice of rejection of application for deferment, suspension or cancellation of enrolment". 

Student application for suspension 

A request for temporary suspension of enrolment must be made using the application for deferment, 
suspension or cancellation of enrolment.  The application must be addressed to the Student Services 
Manager.    The application must be accompanied by supporting documents.   

An application for suspension must be submitted at least 10 working days before the date of the requested 
suspension.  A student may request a suspension of up to six months.    

Notifying a student of the outcome of an application for suspension of enrolment 

An applicant for a suspension of enrolment will have written notification of the result of the application 
available within 10 working days of lodgement of the application.   

The student will be notified of the outcome of the application for suspension by use of either the: 



 

 

• "notice of approval for deferment, suspension or cancellation of enrolment", or the  

• "notice of rejection of application for deferment, suspension or cancellation of enrolment".  

Assessing a student application for deferment or temporary suspension of enrolment 

Each application made by a student for deferment or temporary suspension of enrolment will be considered 
by the RANSFORD COLLEGE management Committee.   

• The RANSFORD COLLEGE management Committee will consider the documents provided by the student in 
support of the application and, in the case of a request for suspension, seek to interview the student.   

• The RANSFORD COLLEGE management Committee may request input from the Student Welfare Officer, the 
Training Manager or delegated trainer/assessor, or any other member of staff in assessing a student’s 
application for deferment or suspension.   

• In the case of an application for temporary suspension, the RANSFORD COLLEGE management Committee may 
refer to external support services to which the student has been previously referred.  In any such case, the 
confidentiality of the student will be maintained.   

• Minutes of all meetings of the RANSFORD COLLEGE management Committee will be taken by the Student 
Services Manager or a delegated staff member. 

Application for a suspension which would cause the duration of a course to be longer than that specified on 
the CoE 

If a temporary suspension of enrolment for which a student is applying would cause the duration of a course 
to be longer than that specified on the CoE, the student must also make an application for course 
extension.  (Please refer to the Completion within Expected Duration policy).  The student will be assisted with 
this by the Student Services Manager.  In this instance, if the application for a suspension is approved, the 
application for course extension will also be approved.  The student will be advised to check with the nearest 
DIBP office for information about the impact of the extension of the course duration on the student’s visa.  

Outcomes for the student’s Confirmation of Enrolment 

There are two possible outcomes for the CoE of a student who has requested and been granted a deferment 
or suspension of enrolment. 

1) Deferment or suspension without affecting the end date of the CoE 

In this case, RANSFORD COLLEGE notifies DOE through PRISMS that it is deferring or suspending a student’s 
enrolment for a period without affecting the end date of the CoE.  In this case, there is no change to the CoE or 
the student’s enrolment status on PRISMS.  The student’s CoE status will still be listed as “studying”.  The 
notice of deferment or suspension will, however, be recorded in PRISMS and sent to DIBP.  This information 
will be kept by DIBP for future reference. 

2) Deferment or suspension which affects the end date of the CoE 

In this case, RANSFORD COLLEGE notifies DOE through PRISMS that it is deferring or suspending a student’s 
enrolment for a period which will affect the end date of the CoE.  In such situations, PRISMS will cancel the 
original CoE and immediately offer RANSFORD COLLEGE the opportunity to create a new CoE with a more 
appropriate end date.  If RANSFORD COLLEGE does not know then the student will return, the PEO will choose 
to not create a new CoE at this point, but to wait to issue the new CoE until the student has provided 
notification of the intended data of return. 

Advice to contact DIBP 

Students applying for deferment or temporary suspension of enrolment are advised to refer to the DIBP 
website (www.immi.gov.au) or helpline (131 881) for information, and the local DIBP office for advice, on how 
the potential change to enrolment status may impact upon his or her visa. 

Register of applications to defer, suspend or cancel enrolment 



 

 

Details of applications for deferment or temporary suspension are recorded in the register of applications to 
defer, suspend or cancel enrolment.  This register is maintained by the Student Services Manager.   

The register of applications to defer, suspend or cancel enrolment records the student name and number, the 
course in which the student is enrolled, the reasons for the application, information about the supporting 
documentation provided by the student, and the reasons the application was accepted or rejected.  Each entry 
in the register is be signed by the Student Services Manager.  This register is considered by each meeting of the 
RANSFORD COLLEGE management Committee as part of the continuous improvement process. 

Documents to be filed 

All documentation about the deferment or temporary suspension granted to a student is filed in the student’s 
file 

The following documents will be kept in the file of a student who has applied to defer or suspend enrolment. 

• the application for deferment or suspension of enrolment 

• if the application was approved, a copy of the application for deferment or suspension approval form 

• if the application was rejected, a copy of the application for deferment or suspension rejection form 

• copies of all documents tendered in support of the application. 
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Statutory and regulatory compliance 

• Education for Overseas Students Act 2000 

• National Code 2007  

- Part D Standard 2,  

- Part D Stand 11.4 

- Part D Standard 13 

Related Policies 

• Deferment or Suspension of Enrolment by a Student 

• Cancellation and Refund 

• Learner Support and Welfare Services 

• Reviewing and Improving Learner Support and Welfare Services 

• Monitoring Course Progress 

• Attendance 

• Completion with Expected Duration 

• Compassionate or Compelling Circumstances 

• Complaints and Appeals 

• Applications, Offers and Enrolments 

• Information Provided to Applicants Prior to Enrolment 
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• Fees and Charges 

• Refunds 

• Plagiarism, Collusion and Cheating 

• Critical incidents 
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• Applications, Offers and Enrolments 
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• Enrolment Offer and Acceptance Agreement 

• Scheduling and Timetabling 
• Welfare of Younger Students 

Related Documents 

• Notice of intention to defer, suspend or cancel enrolment 

• Notice of deferment, suspension or cancellation of enrolment 

• Register of deferments, suspensions and cancellations of enrolment 

•  



 

 

Policy 

RANSFORD COLLEGE currently enrolled student can seek a deferment, suspension or cancelation of their 
enrolment through recognising unforeseen circumstances which can interrupt a student’s study 

Under certain limited circumstances, a student’s enrolment may be deferred, suspended or cancelled by 
RANSFORD COLLEGE.   

• Deferment means to delay the commencement of a course.   
• Suspension means the temporary postponement of enrolment during a course.   
• Cancellation means termination of enrolment in a course. 

The Chief Executive Officer of RANSFORD COLLEGE will ensure that applications will be assessed by the 
RANSFORD COLLEGE management Committee. 

Any application for a student’s deferment, suspension or cancelation of their enrolment for student visa 
holders must comply with the ESOS framework.  

Procedures 

Deferments, suspensions or cancellations by RANSFORD COLLEGE 

Under certain circumstances, RANSFORD COLLEGE may initiate the deferment, suspension or cancellation of a 
student’s enrolment. 

Deferment 

RANSFORD COLLEGE may defer the commencement of a course if the course is not offered. Should this occur,   
students enrolled in the course will be offered a refund of all the course money they have paid to date. The 
refund will be paid within two (2) weeks of the day on which the course ceased being provided.   Alternatively, 
such students may be offered enrolment in an alternative course by RANSFORD COLLEGE at no extra cost to 
the student.   Students have the right to choose whether they would prefer a full refund of course fees, or to 
accept a place in another course.  If they choose placement in another course, RANSFORD COLLEGE will ask 
them to sign a document to indicate that they accept the placement.  

If RANSFORD COLLEGE is unable to provide a refund or place a student in an alternative course, the Tuition 
Protection Scheme will provide assistance to the student in obtaining a place in a suitable alternative course. 

Suspension 

RANSFORD COLLEGE may temporarily suspend a student’s enrolment if the student’s behaviour is assessed an 
unacceptable for an educational setting.  The RANSFORD COLLEGE management Committee is responsible for 
making this assessment.  This is referred to as suspension of enrolment due to misbehaviour. 

Grounds for suspending a student for misbehaviour 

RANSFORD COLLEGE may suspend the enrolment of a student due to misbehaviour if the student: 

• has been in breach of the RANSFORD COLLEGE student Code of Conduct 

• is assessed by the CEO as providing a threat to the well-being of other students or staff  

• has being assessed as behaving in a way such as to constitute serious misconduct  

Applicants are advised of each of these grounds for suspension due to misbehaviour prior to signing the 
Enrolment Offer and Acceptance Agreement. 

Outcomes for the student’s Confirmation of Enrolment 

There are three possible outcomes for the CoE of a student whose enrolment has been deferred or suspended 
by RANSFORD COLLEGE. 

Deferment or suspension without affecting the end date of the CoE 

In this case, RANSFORD COLLEGE notifies DOE through PRISMS that it is deferring or suspending a student’s 
enrolment for a period without affecting the end date of the CoE.  In this case, there is no change to the CoE or 
the student’s enrolment status on PRISMS.  The student’s CoE status will still be listed as “studying”.  The 



 

 

notice of deferment or suspension will, however, be recorded in PRISMS and sent to DIBP.  This information 
will be kept by DIBP for future reference. 

Deferment or suspension which affects the end date of the CoE 

In this case, RANSFORD COLLEGE notifies DOE through PRISMS that it is deferring or suspending a student’s 
enrolment for a period which will affect the end date of the CoE.  In such situations, PRISMS will cancel the 
original CoE and immediately offer RANSFORD COLLEGE the opportunity to create a new CoE with a more 
appropriate end date.  If RANSFORD COLLEGE does not know then the student will return, the PEO will choose 
to not create a new CoE at this point, but to wait to issue the new CoE until the student has provided 
notification of the intended data of return. 

Advice to contact DIBP 

Students whose enrolment is to be suspended by RANSFORD COLLEGE are advised to refer to the DIBP website 
(www.immi.gov.au) or helpline (131 881) for information, and the local DIBP office for advice, on how the 
potential change to enrolment status may impact upon his or her visa. 

Cancellation 

RANSFORD COLLEGE may cancel the enrolment of a student if the student: 

• is in breach of a condition of ongoing enrolment, including: 

-  the requirement to attend at least 80% of all scheduled classes every study period 

- the requirement to not plagiarise, collude or cheat 

- the requirement to pay agreed tuition fees by the dates agreed in the Enrolment Offer and Acceptance 
Agreement 

• has been in breach of the RANSFORD COLLEGE student Code of Conduct  

• is assessed by the CEO as providing a threat to the well-being of other students or staff  

• has being assessed as behaving in a way such as to constitute serious misconduct  

• fails to meet the requirements of the course progress policy  

• fails to pay tuition fees  

Applicants are advised of each of these grounds for deferment, suspension or cancellation prior to signing the 
Enrolment Offer and Acceptance Agreement. 

Notice of intention to defer, suspend or cancel enrolment 

Where a deferment, suspension or cancellation is initiated by RANSFORD COLLEGE, the student will receive a 
notice of intention to defer, suspend or cancel enrolment.     

Appealing against RANSFORD COLLEGE’s intention to suspend or cancel enrolment 

A notice of intention to defer, suspend or cancel enrolment will clearly identify that the student receiving the 
notice will be given 20 working days to access RANSFORD COLLEGE’s internal complaints and appeals 
process.   The 20 working days begins from a date specified in the letter which allows for reasonable time for 
delivery of the letter.  Notices of intention to defer, suspend or cancel enrolment are sent by registered mail to 
the address on the student’s file and by email to the email address on the student’s file. 

Contacting the student within the 20 working days available to appeal 

If no appeal is received, then the Student Services Manager is responsible for contacting the student on the 
19th working day following the date specified in the letter in order to provide the student with a final 
opportunity to lodge an internal appeal.  Contact will be made by telephone and email. 

For more information, please refer to the RANSFORD COLLEGE complaints and Appeals Policy. 

Maintaining enrolment in the case of an appeal 



 

 

If an appeal against a deferment, suspension or cancellation by RANSFORD COLLEGE is lodged by the student, 
RANSFORD COLLEGE will maintain the student's enrolment until the internal appeals process is complete, 
unless there are extenuating circumstances relating to the student’s welfare.  

Extenuating circumstances relating to the student’s welfare 

Extenuating circumstances relating to the welfare of the student may include, but are not limited to, the 
following.  The student: 

• is missing 

• has medical concerns, severe depression or psychological issues which lead RANSFORD COLLEGE to fear for the 
student’s wellbeing 

• has engaged, or threatens to engage in behaviour that is reasonably believed to endanger the student or 
others 

• is at risk of committing a criminal offence 

The Student Services Manager is responsible for ensuring that claims by RANSFORD COLLEGE of extenuating 
circumstances relating to the welfare of the student are supported by appropriate evidence.  All such 
documentary evidence is filed in the student’s file. 

Reserving the right to not provide learning opportunities 

 RANSFORD COLLEGE reserves the right to not provide learning opportunities during throughout the 20 
working days provided to a student to make an appeal and throughout the appeals process should it be 
deemed appropriate.  The CEO is responsible for making this determination. 

The suspension or cancellation will be notified to DOE on completion of the 20 working days if there is no 
appeal, or at the completion of the appeals process if there is an appeal and the appeal is not upheld, or if 
there is an appeal and the appeal is withdrawn.   

Opportunity for external appeal 

A student may choose to appeal against a decision with the Overseas Students Ombudsman, but RANSFORD 
COLLEGE is not required to wait for the outcome of an external appeal before notifying DOE of the change to 
the student’s enrolment status.  Students will be provided with counselling and advice about external appeal 
opportunities.  This counselling and advice will be free of any additional fee for the student.   

A student wishing to access an external appeals process must contact DIBP and provide evidence of having 
accessed an external appeals process within 28 days of RANSFORD COLLEGE notifying DIBP of the cancellation 
of enrolment. DIBP will then consider the student’s individual circumstances and whether to cancel or 
maintain the student’s visa. 

Notice of suspension or cancellation  

If there is no appeal against a decision by RANSFORD COLLEGE to suspend or cancel a student's enrolment, or 
an appeal is lodged and the outcome supports RANSFORD COLLEGE’s intention to suspend or cancel the 
student’s enrolment, or an appeal lodged and then withdrawn, RANSFORD COLLEGE will issue a notice of 
deferment, suspension or cancellation.  The notice of deferment, suspension or cancellation will indicate that 
the deferment, suspension or cancellation is to be initiated.   

The Student Services Manager is responsible for ensuring that the notice of intention to defer, suspend or 
cancel enrolment is attached to the notice of deferment, suspension or cancellation of enrolment and 
provided to the CEO.  The CEO will then authorise the necessary changes to the student's enrolment details in 
the student database and PRISMS. 

Filing documents 

All documentation about the deferment or temporary suspension, cancellation by RANSFORD COLLEGE of a 
student’s enrolment are filed in the student’s file. 
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Statutory and regulatory compliance 

• RTO Standards 2015 

- Clause 1.3 

• National Code 2007 Part D Standard 6.4 

Related Policies 

• Learner Support and Welfare Services 

• Reviewing and Improving Learner Support and Welfare Services 

• Refunds 

• Younger Students 

Related Documents 

• Critical incident register 

• Critical incident report 

• Critical incident follow-up report 

• Risk management form 

Policy 

RANSFORD COLLEGE has a duty of care to protect and provide the highest possible standard of health and 
safety for its students, staff and visitors. RANSFORD COLLEGE aims to be in state of preparedness to deal with 
any critical incident which may arise during normal campus activities through effective planning, management 
and rehearsal. 

This policy has been developed to assist staff and students to prevent or respond promptly, effectively and 
appropriately to any incident which is likely to cause loss of life, injury, trauma, damage, or disruption. The 
policy covers basic procedures and reporting systems for preventative measures, immediate and long-term 
responses, and recovery from a critical incident. 

The policy will be amended from time to time particularly after any incident, incorporating evaluation, 
feedback and lessons learnt. 

This policy complies with the requirements of: 

• the National Code of Practice for Registration Authorities and Providers of Education and Training to Overseas 
Students 2007 (the National Code 2007) (see above) 

• the Occupational Health and Safety Act 1984 (WA) 

• Occupational Health and Safety Regulations 2007 

RANSFORD COLLEGE has appropriate infrastructure and plans in place to ensure the provision of all necessary 
support services in the event of a critical incident. 

RANSFORD COLLEGE’s critical incident policy ensures: 

• an effective approach in responding to critical incidents as they occur  

• support and counselling services available to those who are affected by critical incidents  

• training and information resources provided to staff in the handling of critical incidents 



 

 

Procedures 

Defining Critical Incidents 

Critical incidents include, but are not limited to: 

• accidents 

• bomb threat 

• Chemical, radiation or bio-hazard spillage; 

• collapse or major building damage 

• dangerous or threatening person 

• death, serious injury or any threat of these  

• disappearance or removal of staff or student(s) 

• domestic violence  

• drug or alcohol abuse  

• fire, explosion, gas leak  

• Incidents charged with extreme emotion 

• incidents involving siege, hostage, firearms, weapons or bombs  

• injury or death of a student, staff member or member of the public 

• medical emergencies 

• missing students  

• natural disasters such as floods or windstorms 

• outbreak of disease 

• physical assault 

• public transport or road traffic accidents 

• motor vehicle impact with building. 

• serious injury, unexpected and sudden death or suicide of a student or staff or visitor to the college 

• severe verbal or psychological aggression  

• sexual assault  

• sexual or racial abuse  

• theft  

• threats of harm 

• violence or threats of violence, including robbery and sexual assault 

Reporting to DIBP student absence due to a critical incident 

In the case of a critical incident which causes an absence affecting the student's attendance, the incident be 
reported via the Provider Registration and International Student Management System (PRISMS). 

Informing the CEO of a Critical Incident 

The CEO must be informed of all critical incidents as soon as possible after they occur.   In circumstances 
where the CEO is required to be absent from the College, a staff member will be appointed as the staff 
member in charge.  Unless otherwise specified by the CEO in the event of a specific absence, this is the 
Student Services Manager.  If the CEO is absent from the College, the staff member in charge must be alerted 
as soon as possible of the critical incident.    



 

 

Key details which must be conveyed to the staff member in charge include the time, location and nature of the 
incident and the names and contact details of the people involved.  Appropriate emergency services (police, 
ambulance, fire brigade etc.) must be contacted immediately.  The CEO or staff member in charge will assess 
the level of risk and the necessary response. 

Risk Reduction Measures 

Whilst an event or a cause leading to a critical incident cannot always be pre-empted, staff and students are 
encouraged to be aware of safety and the prevention of risks, and, in all instances, respond promptly to any 
perceived threats of safety.   

Staff must bring issues of safety to the attention of CEO by completing a Risk Management form.    In the case 
of students, concerns should be brought to any staff member or to reception.   A Risk Management form must 
be completed by the student or by the staff member.  

Managing Critical Incidents 

If the incident is on campus, the first action will be to contact the emergency services (fire, ambulance or 
police).   If the incident involves death, serious injury or a threat to life or property, the CEO must be contacted 
immediately.  The CEO will then provide instructions as necessary.  The CEO will always nominate a proxy in 
case of absence. 

For any critical incident, the key details to report include the:  

• location 
• time 
• nature of the incident (e.g. threat, accident, death or injury) 
• names, roles and contact information of the people involved  

The CEO will (or nominee) will seek information about the incident and make a determination about whether 
information about the incident should or should not be publicly available.  The CEO will issue instructions to 
urgently deal with any emergency matter. 

The CEO will delegate staff to take each of the following actions: 

• obtain a clear understanding of the known facts 
• plan an immediate response 
• contact relatives and provide support to family and friends 
• inform the relevant consulate as necessary 
• liaise with police, doctors, hospital staff and other relevant professionals 
• make arrangements for visits from family and friends, e.g. accommodation, travel, crisis support and referral 

to appropriate services 
• access legal assistance if required 
• write the Incident Report for the RANSFORD COLLEGE’s records 
• write follow-up letters to family 
• plan ongoing strategies 

Providing assistance in the case of serious injury or death 

If a student dies or sustains serious injury, RANSFORD COLLEGE may be required to assist the student's family.  

Assistance may include: 

• hiring interpreters  

• making arrangements for hospital/funeral/memorial service/repatriation  

• obtaining a death certificate  

• assisting with personal items and affairs including insurance issues  

• assisting with visa issues 

Reporting Critical Incidents 



 

 

After a critical incident has occurred, the CEO will ensure that within 24 hours a critical incident report is 
produced and an entry is made in the Critical Incident Register.   

Critical Incident Report 

To produce the critical incident report, the CEO will interview all staff and students who were directly involved 
in the incident or present when it occurred. The report will identify any emergency service contacts utilised 
during the critical incident and list pastoral or external support personnel who were involved during the critical 
incident.   

The critical incident report will provide details of the incident, action which was taken, and follow-up action 
which needs to be taken, including the timeframe for such action 

Critical Incident Register 

The critical incident register will be recorded in the critical incident register.   The entry in the critical incident 
register will provide a summary of the incident, the action taken and recommendations for improvement as a 
result of the incident. 

Post Incident Management 

The Student Services Manager is responsible for follow-up activities after critical incidents have 
occurred.   A Critical Incident Follow-up Report must be produced to identify the outcomes and follow-up 
activities (including details of improvements to processes, systems or procedures implemented as a result of 
the incident).  The Critical Incident Follow-up Report must be filed in the Critical Incidents file. 

The following is a non-inclusive list of post-incident follow-up activities:  

• Administrative/enrolment matters including fee refunds 

• Allowing opportunity for the college community to continue to talk about the incident and their reactions by 
organising discussion sessions 

•  Arranging a time and place for a debriefing session with an external counsellor 

•  Assisting students with access to legal services 

• Assisting with arrangements for visits from family 

• Dealing with insurance matters, WHSC Coverage, ambulance cover 

• Death notices 

• Disseminating regular and up to date information via email to the college community 

• Dissemination of information to all staff and students 

• Encouraging support networks amongst staff and students 

• Encouraging teaching and administrative staff to continue to be alert in recognising post traumatic reaction 

• Funeral, memorial or repatriation service arrangements 

• Liaising with police, hospital and other medical staff 

• Liaising with the Department of Immigration and Border Protection (DIBP) 

•  Liaising with the families of affected students (if necessary, interpreters will be appointed) 

• Liaison with academic staff regarding special arrangements which may need to be made 

• Making arrangements to inform staff and students (when applicable) 

• Making contact with next of kin/significant others. 

• Monitoring media coverage (as this may continue to cause distress to staff and student) 

• Monitoring reactions within the campus, including significant dates and anniversaries. 

• Monitoring the need for counselling and maintaining contact with staff and students who are likely to need 
ongoing support 



 

 

• Psychological debriefing of students and staff 24 to 72 hours after the incident  

• Notification of and liaison with agent if applicable 

• Notifying embassies and consulates 

• Organising a copy of a death certificate 

• Organising condolence or other letters to family 

• Organising formal stress management interventions as required for students and/or staff 

• Organising payment of repatriation or associated expenses as necessary 

• Organising students/staff for hospital visits 

• Placing death notices 

• Providing guidelines to staff about what information to give to students 

• Providing help in accessing legal assistance if necessary 

• Resolution of issues regarding fees 

• Organising refund of student’s fees 

• Training workshops in stress management and coping strategies 

Critical Incident Follow-up Report 

Outcomes of critical incidents are documented in a Critical Incident follow-up report and filed in the Critical 
Incidents file.  Critical incident follow-up reports must be produced within ten working days of the critical 
incident and provided to the CEO.  The development of the Critical Incident follow-up report is the 
responsibility of the Student Services Manager. 

The Critical Incident Register as a continuous improvement mechanism 

The Critical Incident Register is an input to the RANSFORD COLLEGE continuous improvement process and is 
considered by the Management Committee at each meeting. 

The emergency contact information made available to students in the Student Handbook. 
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Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• National Code 2007 Part D  

• Standards 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 12, 13, 14 

Related Policies 

• Continuous Improvement 

• Providing Feedback to Contributors to Continuous Improvement 

• Stakeholder surveys 

• Assessment moderation 

• Assessment validation 

• Pre-delivery Assessment Validation 

• Post-Delivery Assessment Validation 

• Industry Assessment Validation 

• RPL Assessment Validation 

• Focus groups 

• Industry engagement 

• Staff Interviews  

• Staff Meetings 

• Staff Performance Reviews 

• Staff surveys 

• Student interviews for continuous improvement 

• Student Satisfaction Surveys 

• Reviewing and Improving Learner support and Welfare Services 

Related Documents 

• National Code Internal audit checklist 

Policy 

RANSFORD COLLEGE will undertake a planned and systematic approach to assess the level of compliance 
against the Standards for RTO and the National Code 2007. 

An event which may be included in the annual continuous improvement schedule is a National Code internal 
audit. (Please refer to the continuous improvement policy).  The objective of a National Code internal audit is 
to ensure compliance with the standards of the National Code 2007 and the ESOS framework.   

 

 

 



 

 

Procedures 

Approach to the National Code internal audit 

During a National Code internal audit, policies, procedures, associated documents and their implementation 
will be examined to ensure that: 

• they continue to conform with the National Code  

• they are implemented in a fair, consistent, equitable and successful way 

All policies, procedures and associated documents will be subject to audit as part of a National Code internal 
audit, including any policies and procedures which have been developed or revised since a previous National 
Code internal audit as part of the RANSFORD COLLEGE continuous improvement program.   

The RANSFORD COLLEGE management Committee will specify in the annual continuous improvement 
schedule the start and end dates of each National Code internal audit.  The CEO will form a committee, to be 
chaired by the CEO, to organise and conduct the audit.  

The National Code internal audit will examine feedback from staff, students, industry advisors, education 
agents and other stakeholders which has been collected since the previous National Code internal audit.  

For information about how feedback is collected, please refer to the following policies and procedures: 

• Agent surveys 

• Assessment moderation 

• Assessment validation 

• Focus groups 

• Industry engagement 

• Staff interviews for continuous improvement 

• Staff meetings 

• Staff performance reviews 

• Staff surveys 

• Student interviews for continuous improvement 

• Student satisfaction surveys 

• Student services continuous improvement 

• Training and assessment collaborative development 

Additionally, the National Code internal audit will examine documents identified in the National Code internal 
audit checklist to ensure that they have been used as intended and correctly. 

Structure of the National Code internal audit 

The National Code internal audit will require evidence to be produced in response to each of the standards of 
the National Code.  The internal audit report will summarise non-compliances, strengths, and opportunities for 
improvement. 

The National Code internal audit report will include an internal audit rectification table which identifies all of 
the non-compliances and opportunities for improvement relating to each standard, the strategy required to 
implement each improvement, and the timeline for rectification.  For each non-compliance, provision is made 
in the rectification table for dating and signoff by the CEO when the rectification has been achieved. 



 

 

75. Work Health and Safety 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.1 

• Work Health and Safety Act 2011 

• Work Health and Safety Regulation 2011 

Related Policies 

• Continuous Improvement 

• Student Satisfaction Surveys 

• Staff Surveys 

• Learner Interviews 

• Staff Interviews 

• Staff Meetings 

• Providing Feedback to Contributors to Continuous Improvement 

• Teaching and Learning 

• Assessment 

• Assessment Processes 

• Reasonable Adjustment 

• Developing Learning Resources 

• Developing Supplementary Learning Resources 

• Developing Assessment Tools 

• Assessor Guides and Learner Guides 

• Learner Support and Welfare Services 

• Reviewing and Improving Learner Support and Welfare Services 

• RANSFORD COLLEGE Code of practice 

• Student Code of Conduct 

• Staff Induction 

• Student Orientation 

• Critical Incidents 

• Student Handbook 
• Student Safety and Security 

Related Documents 

• Daily hazard checklist 

 



 

 

Policy 

RANSFORD COLLEGE is subject to the legislative and administrative measures of the Work Health and Safety 
Act 2011. 

RANSFORD COLLEGE has a responsibility to provide and maintain a working environment that is safe and 
without risks to individual health and welfare as far as is reasonably practicable.  This responsibility extends to 
all employees, students, contractors and other visitors to RANSFORD COLLEGE. 

RANSFORD COLLEGE management is committed to providing a safe and healthy working environment through 
the implementation of proactive risk prevention and reduction strategies that are integrated into all college 
activities. A consultative, co-operative approach between employees and management on WHS issues will be 
encouraged.   

Consistent with the provisions of the NSW Work Health and Safety Act 2011, RANSFORD COLLEGE endeavours 
to ensure the health, safety and welfare of all employees and students and provide a safe and acceptable 
environment for staff and students.  

The objectives of the policy are to: 

• Comply with WHS related legislation and New South Wales government directives or guidelines relating to 
health and safety 

• Provide information, training and instruction to address the risks to people’s health and safety at RANSFORD 
COLLEGE.  

• Minimise the occurrence of injury and illness through systematic hazard identification, risk assessment and 
control 

• Investigate accidents and incidents (including serious near misses) with a view to preventing recurrence and 
identify root causes.  

• Maintain written records on all WHS activities undertaken 

• Implement staff health and wellbeing strategies 

• Provide a Return to Work (RTW) program for employees in the event of injury or illness.  

• Monitor the health of students and staff and the conditions of the workplace.  

The CEO is responsible for ensuring that RANSFORD COLLEGE provides adequate resources, time and capable 
staff to support the policy.  
 

RANSFORD COLLEGE’s preventative approach 

RANSFORD COLLEGE will adopt a preventative approach to the management of WHS by:  

• ensuring management and staff are committed to improving WHS through planning, setting targets, allocating 
resources and evaluating outcomes  

• ensuring management is responsible and accountable for the WHS of all employees contractors and visitors by 
integration of WHS with all business plans  

• having WHS policies and procedures in place, which document the responsibilities for achieving WHS aims and 
objectives  

• providing management and staff with the training and instruction that will equip them with the knowledge and 
skills necessary to meet their responsibilities  

• providing an effective claims management and rehabilitation management system to achieve the earliest 
possible safe return to work of injured employees  

• ensuring that management and staff have systematic approach to reporting, recording and investigating all 
incidents and hazards to prevent injury and illness  



 

 

Procedures 

Responsibilities 

The CEO is responsible for ensuring the policy objectives are fulfilled and that the necessary resources are 
provided to achieve effective implementation. 

RANSFORD COLLEGE will meet its obligations under the Act by: 

• providing and maintaining safe plant (such as machinery and equipment) and safe systems of work (such as 
controlling entry to high risk areas, controlling work pace and frequency and providing systems to prevent falls 
from heights)  

• implementing arrangements for the safe use, handling, storage and transport of chemicals (such as dangerous 
goods and other harmful materials)  

• maintaining the workplace in a safe condition (such as ensuring fire exits are not termed, emergency 
equipment is serviceable, and the worksite is generally tidy)  

• providing staff, contractors and students with adequate facilities (such as clean toilets, cool and clean drinking 
water, and hygienic eating areas)  

• making sure staff and students have adequate information, instruction, training and supervision to work in a 
safe and healthy manner  

• monitoring the health of staff and students 

• keeping information and records relevant to workers' health and safety  

• engaging people with the necessary qualifications or expertise to advise on health and safety issues affecting 
staff  

• consulting with employees on matters that may directly affect their health, safety or welfare 

• Providing staff and students with information in the appropriate languages about their workplace health and 
safety arrangements, including the names of those to whom they can make an inquiry or complaint 

All staff have a responsibility to 

• take reasonable care of their own health and safety and the health and safety of others affected by their acts 
or omissions 

• report hazards, accidents or incidents (near misses) in accordance with agreed RANSFORD COLLEGE 
procedures 

• follow established safe working procedures 

Providing WHS information to staff 

As part of the staff induction program, each employee will be provided with information about the OH&S 
policy and procedures of the organisation, and provided with a copy of this Policy and Procedures Manual.    

Providing WHS information to students 

Students are provided with details of the WHS policy and procedures in the orientation presentation, and in 
the Student Handbook. 

Review of the Policy  

The WHS policy and programs will be reviewed annually.  The review will involve evaluating the effectiveness 
of the policy by:  

• auditing the college’s WHS programs against the objectives of the policy  

• reviewing the WHS performance against targets  

• monitoring the outcomes against the organisation’s WHS action plans  

•  



 

 

First Aid  

Staff and students requiring first aid are to be referred to the nominated first aid officer (the Student Services 
Manager) and follow code blue emergency procedures.  Students are instructed to check at the reception desk 
for the procedures to follow.  

Hazard Risk Assessment  

Every trainer and assessor are required to complete a Daily Hazard Checklist of the learning/assessment 
environment prior to starting the training or assessment session. 



 

 

76. Plagiarism, Collusion and Cheating 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.1 

- Clause 1.3 

- Clause 1.4 

- Clause 1.8 

• National Code Part D Standard 14.1 

• Victorian Equal Opportunity Act (2010) 

• NSW Anti-Discrimination Act 1977 

• Queensland Anti-Discrimination Act 1991 

Related Policies 

• Assessment  

• Assessment processes 

• Assessment moderation 

• Developing assessment tools 

• Assessor guides and learner guides 

• Assessment validation 

• Staff induction 

• Student code of conduct 

• Enrolment offer and acceptance agreement 

• Complaints and appeals 

• Monitoring course progress 

• Student handbook 

• Orientation 

Related Documents 

• Assessment submission cover sheet 

• Group assessment submission cover sheet 

• Assessment declaration 

• Minutes of meeting to discuss suspicion of plagiarism, collusion or cheating (template) 

• Notification of suspected plagiarism, collusion or cheating 

• Notification of the outcome of a meeting of the Academic misconduct committee  

• RANSFORD COLLEGE employment contract (template) 

• Register of professional development activities 

 



 

 

Policy 

The plagiarism, colluding and cheating policy is in support of quality teaching, learning and assessment at 
RANSFORD COLLEGE.   

RANSFORD COLLEGE requires students to submit for assessment responses to assessment tasks which are 
their own work.  RANSFORD COLLEGE considers that plagiarism, collusion and cheating constitute academic 
misconduct for which penalties may be applied. 

Procedures 

Informing staff and students 

Staff will be informed at induction and students at orientation of what is meant by plagiarism, collusion and 
cheating at RANSFORD COLLEGE.   

Staff are informed at induction of the processes for submitting written student assessment items to PlagScan 
prior to marking.   

Students are informed at orientation of the process available to them for submitting written assessment items 
to PlagScan prior to submitting them for assessment. 

Plagiarism - Definition 

Plagiarism is defined as taking someone else’s words, ideas or materials and presenting them as your own.  
Students at RANSFORD COLLEGE must avoid plagiarism by providing clear acknowledgement of the sources of 
any information, ideas or other material used in response to the requirements of an assessment task, which is 
not their own. 

Collusion - Definition 

Collusion is an understanding or agreement between two or more people to intentionally cooperate to gain an 
unfair advantage in assessment.  Collusion may include unauthorised and unacknowledged joint authorship in 
an assessment task and unauthorised and unacknowledged copying or use of material prepared by another 
person for use in assessment.  Students at RANSFORD COLLEGE must not present solely as their own work any 
work done in collusion with another person or persons. 

A class test environment is an environment where students are to be assessed in the company of other 
students and a trainer/assessor, where students are required to not communicate with other students in any 
way. 

Cheating - Definition 

Cheating in a written or oral assessment task conducted in a class test environment is to seek to obtain an 
unfair advantage in that assessment task.  Students will be informed in the learner guide for each unit of 
competency and prior to the assessment task if a particular assessment task is to be conducted in a class test 
environment. 

Students at RANSFORD COLLEGE must not engage in any situation whereby the student knowingly attempts, or 
assists another student to attempt, to gain an unfair advantage by cheating during an assessment task 
conducted in a class test environment.   

Referencing 

Referencing is defined as a standardised method of acknowledging the sources of information, ideas, and 
other material used in a submission in response to an assessment task.  Trainer/assessors are responsible for 
explaining to students how to appropriately provide references in assessment task submissions. 
Trainer/assessors are also responsible for identifying and reporting plagiarism, collusion and cheating. 

Responsibilities of trainers/assessors 

Trainer/assessors are responsible for: 



 

 

• explaining to students the conventions for authorship in the Australian educational framework and the 
appropriate use and acknowledgement of all forms of intellectual material. 

• explaining to students how to appropriately provide references in assessment task submissions 

• explaining to students when it is appropriate to collaborate with other students on the development of 
assessment task submissions and when it is not.    

• informing students of the consequences of plagiarism or collusion in terms of possible penalties for academic 
misconduct 

• identifying and reporting plagiarism, collusion and cheating 

• the correct use of RANSFORD COLLEGE’s online platform for plagiarism checking – PlagScan 

Condition of employment 

It is a condition of employment of RANSFORD COLLEGE’s trainers and assessors that they demonstrate 
familiarity with the issue of plagiarism and with techniques for minimising, detecting and acting upon it. 

Responsibilities of students 

Students are required to ensure that that they are familiar with the conventions for authorship in the 
Australian educational framework and the appropriate use and acknowledgement of all forms of intellectual 
material.  They must at all times submit only their own work for assessment (or the work of the group to which 
they have been assigned by the trainer/assessor, in the case of an assessment task which requires a group 
submission).   

Students are required to take responsibility to ensure that their work cannot be accessed by other students 
who might submit it inappropriately as their own.  Students must submit every response to a written 
assessment task with an attached RANSFORD COLLEGE assessment cover sheet.   A response to a written 
assessment task will not be considered to have been submitted if it does not have an RANSFORD COLLEGE 
assessment cover sheet which is signed and dated by the student attached to it. 

Students are provided with one opportunity to submit each written assessment item to PlagScan for checking 
prior to formal submission to the assessor.  It is the responsibility of each learner to take advantage of the 
opportunity and to produce a revised version of the written assessment item should PlagScan identify a level 
of plagiarism greater than 15%. 

Responsibilities of the Training Manager 

The Training Manager is responsible for ensuring that all trainers and assessors are familiar with RANSFORD 
COLLEGE’s policy and procedures for plagiarism, collusion and cheating, including the use of RANSFORD 
COLLEGE’s online platform for plagiarism checking - PlagScan.   

The Training Manager is responsible for ensuring that the procedures are followed at all times. 

The Training Manager will ensure that the policy and procedures for plagiarism, collusion and cheating are 
discussed during the induction program for each trainer and assessor and during the orientation programs for 
all students.   

The Training Manager is required to organise regular professional development programs which provide 
information for trainers and assessors on: 

• recognising and preventing plagiarism, collusion and cheating,  

• understanding the various learning styles of students, and  

• approaches to designing and implementing assessment tasks which provide students with minimum 
opportunity to submit plagiarised material or engage in collusion.   

• the correct use of PlagScan 

The professional development programs on plagiarism, collusion and cheating will take place at least twice 
each year. 



 

 

The Training Manager will take steps to ensure that trainers provide appropriate explanations to students on 
what constitutes plagiarism, collusion and cheating.  The Training Manager is responsible for determining if 
sufficient evidence exists to show that plagiarism has occurred, and for determining if the plagiarism has been 
inadvertent or deliberate (these terms are defined below). 

Sources of information for students about plagiarism, collusion and cheating 

Students will be informed about plagiarism, collusion and cheating and the consequences of engaging in those 
practices as follows: 

• during the orientation presentation which they must compulsorily attend prior to attending classes,  

• in the student handbook,  

• in the learner guide for each unit,  

• during the first class of each unit, and  

• during the explanation of the requirements for each assessment task of each unit of competency. 

Assessment submission cover sheets 

Trainers/assessors and students at RANSFORD COLLEGE are responsible for ensuring that written responses to 
assessment tasks are submitted with an RANSFORD COLLEGE assessment submission cover sheet.  The 
assessment submission cover sheet must be signed and dated by the submitting learner or each of the 
students in a group of students (in the case of a group assessment task) to attest that the work submitted is 
their own and that they are aware of the RANSFORD COLLEGE policy and procedure on plagiarism, collusion 
and cheating.   

A response to an assessment will not be considered to have been submitted unless a validly completed and 
signed assessment submission cover sheet is attached. 

There are particular requirements associated with the submission of assessment tasks which allow students to 
work together on the assessment task as a group.  Details of these are provided in the “Assessment” and 
“Assessment processes” policies and procedures. 

Assessment declarations 

Trainer/assessors and students at RANSFORD COLLEGE are responsible for ensuring that for each response to a 
non-written assessment task (e.g. verbal presentations, workplace scenario interviews etc.) students complete 
an assessment declaration.   

The assessment declaration must be provided with the assessment submission.  It must be signed and dated 
by the submitting learner, or each of the students in the case of a group assessment, to attest that the work to 
be submitted is their own and that they are aware of the RANSFORD COLLEGE policy and procedure on 
plagiarism, collusion and cheating.   

The use of “PlagScan” for detecting plagiarism 

Assessors are responsible for submitting all written student assessment submissions to PlagScan prior to 
marking.   If PlagScan reports a plagiarism content of greater than 15%, the written submission will not be 
marked.  In such cases, the student (or group of students, in the case of a group written assessment 
submission) will be provided with the opportunity to resubmit the written assessment.   

If, upon resubmission of a written assessment with plagiarised content of greater than 15%, PlagScan again 
reports plagiarism content of more than 15%, the outcome for the assessment task will be deemed NS (Not 
Satisfactory).  The student (or each student in the group of students, in the case of a group submission) will not 
be provided with another opportunity for reassessment and the outcome for the unit will be NYC (“Not Yet 
Competent”). 

Students may use the RANSFORD COLLEGE complaints and appeals mechanism to lodge an appeal in regard to 
a finding of plagiarism. 

 



 

 

Opportunity for students to submit to PlagScan prior to assessment 

Assessors are to provide students with one opportunity to submit each written assessment item to PlagScan 
for checking prior to formal submission to the assessor.  It is the responsibility of each student to produce a 
revised version of the written assessment item should PlagScan identify a level of plagiarism greater than 15%.  
Details of how to submit assessments to PlagScan for analysis are provided in the student handbook.  
Additionally, students are provided with information about the use of PlagScan at orientation and during the 
first class for each unit of competency. 

Penalties associated with plagiarism, collusion or cheating 

Any case in which a student has been involved in plagiarism, collusion or cheating is considered to be academic 
misconduct, and a penalty will apply.   

In the case of the submission for a second time of a written assessment with plagiarism content of greater 
than 15%, as reported by PlagScan, the outcome for the assessment task will be deemed NS (Not Satisfactory).  
The student (or each student in the group of students, in the case of a group submission) will not be provided 
with another opportunity for reassessment and the outcome for the unit will be NYC (“Not Yet Competent”). 

Other penalties which may be applied by the CEO in cases of plagiarism, collusion or cheating 

Other penalties associated with plagiarism, collusion or cheating which may be applied by the CEO include: 

• reprimand by the CEO 

• record unsatisfactory completion of the assessment task (with the opportunity to be reassessed) 

• record unsatisfactory completion of the assessment task (without the opportunity to be reassessed) 

• suspension of enrolment (according to the student code of conduct provisions of the Enrolment Offer and 
Acceptance Agreement) 

• cancellation of enrolment (according to the student code of conduct provisions of the Enrolment Offer and 
Acceptance Agreement) 

• a combination of the above 

Factors considered by the CEO in the determination of penalties 

The following is a (not comprehensive or complete) list of factors which the CEO will consider in determining 
the penalty for plagiarism, collusion or cheating. 

• Seriousness and extent of the plagiarism, collusion or cheating 

• Degree of premeditation  

• Impact on other students  

• Extent to which the event corrupts the assessment process  

• If the event was a repeat occurrence 

• Role played by other offenders if others are involved  

• Degree of remorse and cooperation shown  

• Willingness to seek assistance to avoid further misconduct  

Appealing a decision of the CEO in regard to academic misconduct 

Students may appeal any decision according to RANSFORD COLLEGE’s complaints and appeals policy and 
procedures.  Students have 20 working days to lodge an appeal from a date (which provides sufficient time for 
the letter to be delivered) specified in the letter notifying them of a decision. 

Grounds for appeal against a decision of the CEO in regard to academic misconduct are: 

• RANSFORD COLLEGE did not follow its own policy and procedures for plagiarism, collusion and cheating 

• RANSFORD COLLEGE did not adequately consider the circumstances of the student 



 

 

• There was personal bias or bad faith involved in the decision 

• The student was discriminated against according to the NSW Anti-Discrimination Act 1977. 



 

 

77. Student safety and security 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs  

- Clause 8.5 
- Clause 8.6 
• Work Health and Safety Act 2011 

Related Policies 

• Learner Support and Welfare Services 

• Student Code of Conduct 

• RANSFORD COLLEGE Code of practice 

• Student Orientation 

• Student Handbook 

• Staff Induction 

• Welfare of Younger Students 

• Work Health and Safety 

Related Documents 

• Agreement for Security Services 

Policy 

RANSFORD COLLEGE will proactively take steps to ensure the safety and security of its students.  These steps 
include the provision to students of detailed advice about safety precautions and the implementation of a 
security plan for students. 

Procedures 

Advice to students 

Students will be provided with information at orientation in the student handbook about safety and security. 

Safety information in the student handbook will be provided as follows: 

Personal safety 

• Take the time to consider where you might be at risk and what steps you can take to make it safe 

• Consider pre-booking a taxi for the time you intend going home 

• Walk purposefully and appear confident 

• Whenever possible, travel with a friend, or as part of a group 

• Program the emergency number 000 into your mobile phone 

• Tell people where you are going and what time you will return 

• Avoid carrying non-essential items such as your passport and too much money 

• Carry your wallet only in a place where it is not in clear view and not vulnerable 

• Always keep your briefcase or bag in view and close to your body 

• Stay in well-lit areas as much as possible 



 

 

• Report any incidents to police or RANSFORD COLLEGE staff 

Home security 

• Your house number should be clearly visible from the street in case of an emergency 

• Keep your front door locked if you are at the back of the house 

• Do not leave messages on the front door, it is an indication that you are not at home 

• Avoid having parcels left at your front door 

• If you need to have something delivered while you are out, ask your neighbours to take delivery for you 

• Keep cash and valuables out of sight 

Safety whilst driving and parking 

• Make sure you have enough fuel to reach your destination 

• Do not respond to aggressive behaviour 

• Avoid eye contact with people in other vehicles 

• Drive with your car doors locked and windows closed at all times 

• Keep valuables out of view 

• Park in well-lit areas 

• Try to use car parks which have attendants 

Safety on public transport 

• Use a timetable to plan your travel and avoid unnecessary delays 

• Choose well lit, busy areas rather than quiet spots 

• Travel close to the guard or driver 

• Where possible, exit public transport into well lit, busy areas 

• When boarding a bus, don’t open your purse or wallet – have your money or your Opal Card already in your 
hand 

• Be aware of who is around, including who gets off with you 

• In a train, try to make sure that you in a carriage with a number of other people 

• Consider carrying a personal alarm 

Safety in Taxis 

• Make a booking by telephone for a taxi in preference to hailing one on the street.  Taxi companies keep 
records of all bookings made 

• Tell the driver the route you wish to take to your destination.  Speak up if the driver takes a different route to 
the one you have specified 

• Take note of the taxi number and fleet number.  This will help in identifying the taxi if required 

• If you don’t want your home address known, stop a few houses away from your destination 

Safety on the street 

• Stay alert, as awareness is your bet defence 

• Cross the street if you feel unsafe 

• Be confident and aware of your surroundings 

• Keep to well-lit major roads and paths at night, do not take short cuts through parks 

• If approached by a stranger, keep a safe distance 

• If approached for money, advise you have no cash, avoid eye contact, and move toward other people 



 

 

• If you are being followed, change direction and seek a safe place 

• Keep personal items such as wallets or bags close to your body or out of sight 

Safety at RANSFORD COLLEGE 

• Get to know the layout of the campus, including safe paths and exits 

• Contact a staff member immediately if you observe anything suspicious in or around the campus 

• Do not leave valuables such as wallets or mobile phones unattended 

• Avoid isolated areas and move around the campus with other people where possible 

• Avoid leaving the campus alone 



 

 

78. Scheduling and Timetabling 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.3 
 
 

• National Code 2007  
- Part C Clause 7.1 
- Part C Clause 7.3 
- Part D Standard 9 

Related Policies 

• Training and Assessment Strategies 

• Assessor Guides and Learner Guides 

• Learner Support and Welfare Services 

• Teaching and Learning 

• Assessment 

Related Documents 

• RANSFORD COLLEGE Timetables 2017 

• RANSFORD COLLEGE Academic Calendar 2017 

• Orientation presentation 

Policy 

Students will be provided with the following documents at orientation: 

• Academic calendar for the period of their enrolment 

• Timetables for the period of their enrolment 

No student will have more than eight hours of classes timetabled in a single day. 

All classes will be conducted within the hours of 8:00am and 9:30pm. 

Students will have the academic calendar and the timetable explained to them during the orientation session 
which they must attend before attending any classes. 

Procedures 

Responsibility for timetabling 

The Training Manager has overall responsibility for the development of the annual timetable for each course.  
In developing timetables, the Training Manager works in close collaboration with the Student Services 
Manager.  Timetables are approved by the CEO prior to release to students and staff. 

Academic Calendar 

The RANSFORD COLLEGE academic calendar comprises four terms over each academic year.  Each term 
comprises a study period. 

 

 

 



 

 

Timetable structure 

The RANSFORD COLLEGE timetable comprises 5 2-hour sessions per day, between 8:30am and 9:00pm over 
seven days each week during each compulsory study period.  There is a fifteen-minute morning break, a thirty-
minute lunch break, a fifteen minute afternoon break, and a fifteen minute evening break. 

Each student will have a timetable which encompasses one, two, three or four sessions each day over a period 
of three, four or five days each week. 

Explaining the Academic Calendar and the timetable at orientation 

The Training Manager or delegated trainer/assessor is responsible for explaining the Academic Calendar and 
the timetable during the orientation presentation to students. 

Timetabling information on promotional materials 

RANSFORD COLLEGE promotional materials and the RANSFORD COLLEGE website will convey the following 
information to prospective students: 

• No student will be required (or permitted) to attend classes for more than eight (8) hours on a single day 

• No student will be required (or permitted) to attend classes before 8:00am or after 9:00pm 

 



 

 

79. Academic Advisory Board 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.1 
- Clause 1.2 
- Clause 1.3 
- Clause 1.4 
• National Code 2007 Part D Standard 14 

Related Policies 

• Continuous Improvement 

• Teaching and Learning 

• Assessment 

• Governance and Probity 

Related Documents 

• AAB Meeting Minutes (template) 

• IAP Terms of Reference 

• CVs of IAP members 

Policy 

RANSFORD COLLEGE’s Academic Advisory Board (AAB) exists to oversee the educational programs of 
RANSFORD COLLEGE and provide advice on the integrity of the educational process.  The membership 
comprises experienced educators. 

The RANSFORD COLLEGEAAB provides access to expertise to ensure that standards are consistent with 
education and industry expectations. 

The overriding responsibility of the AAB is to monitor the quality and relevance of the training and assessment 
provided by RANSFORD COLLEGE, providing advice as necessary. 

Procedures 

Terms of reference of the AAB 

The AAB will: 

• Review training and assessment strategies to ensure relevance to societal and industry needs 

• Review the minutes of meetings of the RANSFORD COLLEGE management Committee and the RANSFORD 
COLLEGE industry Representative Committee 

• Advise on the educational integrity of RANSFORD COLLEGE’s approaches to training and assessment 

• Advise on the quality of RANSFORD COLLEGE’s academic activities and suggest opportunities for improvement 

• Advise on opportunities to improve the outcomes for RANSFORD COLLEGE students 

• Advise on RANSFORD COLLEGE’s engagement with industry and the operation of the Industry Advisory 
Committee 



 

 

Membership of the AAB 

The AAB comprises educators and industry professionals.  RANSFORD COLLEGE’s CEO and Academic Manger 
attend meetings of the AAB as observers.   RANSFORD COLLEGE’s Student Services Manager attends meetings 
as an observer and note-taker.  RANSFORD COLLEGE staff do not have voting rights at meetings of the AAB. 

The AAB will meet once each term, on the final Tuesday of the term, at 5:30pm, at RANSFORD COLLEGE’s 
premises.   

Chairperson 

The Chairperson of the AAB will be elected every twelve months, or sooner, upon resignation.  The 
Chairperson will be provided with administrative assistance by RANSFORD COLLEGE’s Student Services 
Manager. 

The responsibilities of the Chairperson include: 

• Developing the agenda for each meeting 

• Guiding each meeting according to the agenda 

• Ensuring that discussion items conclude with a definite outcome 

• Reviewing and approving draft minutes prior to distribution 

Minutes 

Notes will be taken at each meeting of the AAB by RANSFORD COLLEGE’s Student Services Manager, who will 
prepare minutes for distribution to AAB members.  Draft minutes must be provided to the AAB Chairperson 
within two working days of each meeting.  The Chairperson will review the minutes and either approve them 
or issue instructions for revisions. 

AAB minutes must be distributed to all members within five working days of each meeting.  The minutes will 
be checked by the Board members and voted upon as a true and accurate record at the beginning of the next 
meeting 



 

 

80. Industry Advisory Panel 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.5 
- Clause 1.6 

Related Policies 

• Continuous Improvement 

• Industry Engagement 

• Industry Assessment Validation 

• Stakeholder Interviews 

Related Documents 

• IAP Meeting Minutes (template) 

• IAP Terms of Reference 

• CVs of IAP members 

Policy 

RANSFORD COLLEGE’s Industry Advisory Panel (IAP) provides advice on the industry relevance of RANSFORD 
COLLEGE’s programs.  The IAP provides active input in the development of training and assessment strategies, 
learning resources and assessment tools.  Members of the IAP are also actively involved in RANSFORD 
COLLEGE’s assessment validation program. 

Procedures 

Membership of the IAP 

Membership of the IAP comprises Advisors from industry who have the knowledge, experience and skills to 
advise on the learning and assessment approaches of RANSFORD COLLEGE and the services offered to 
students.   

Terms of Reference of the IAP 

The industry advisory panel provides ongoing input into RANSFORD COLLEGE’s operations, particularly into 
RANSFORD COLLEGE’s processes for: 

• the development and review of training and assessment strategies 

• the development and review of learning material and assessment tools 

• provision of student services 

Composition of the Industry Advisory Panel 

The industry advisory panel comprises up to five industry advisors, with the composition of the panel changing 
as necessary over time.  The CEO and Training Manager attend meetings of the Industry Advisory Panel as 
observers.  RANSFORD COLLEGE’s Student Services Manager attends meetings as an observer and note-taker. 

The CEO is responsible for ensuring that the industry advisory panel comprises an appropriate variety of 
industry advisors who have relevant qualifications and appropriate experience and skills.  The members of the 
industry advisory panel must have a demonstrably high standing in the industry, and have an interest in 



 

 

utilising their knowledge, expertise and skills by contributing to the continuous improvement of RANSFORD 
COLLEGE’s policies and procedures. 

As the need arises, additional or alternative industry advisors will be invited by the CEO to join the industry 
advisory panel.  The Academic Manager, existing (or retiring) members of the industry advisory panel or other 
appropriate industry contacts of RANSFORD COLLEGE staff members will be invited to nominate new or 
replacement members to the industry advisory panel.   

The CEO is responsible for obtaining nominations for membership of the industry advisory panel and for 
inviting nominated industry advisors to become members.   

Providing members of the industry advisory panel with information 

The Training Manager is responsible for ensuring that industry advisory panel members are provided with 
copies of Training and Assessment Strategies, learning resources and assessment tools for all units of 
competency.  The Training Manager is to ensure that these are provided to all members of the panel at two 
weeks prior to the start of each term. 

Meetings with individual members of the industry advisory panel 

The CEO and/or the Training Manager will meet according to dates and times specified in the annual 
continuous improvement schedule with individual members of the industry advisory panel.   

Meetings with individual industry advisors will be conducted either at RANSFORD COLLEGE, or at the premises 
of the industry representative.   

The CEO will send an email once per term to all members of the industry advisory panel, informing them of 
developments in the programs in which they have been involved.  Members of the panel will be encouraged to 
make comments and suggestions for improvement and innovation by email. 

Please refer to “Topics of discussion during meetings with industry advisors” in the Industry Engagement policy 
for details of topics relevant for discussion with individual members of the IAP. 

Meetings of the Industry Advisory Panel 

Meetings of the industry advisory panel as a whole take place every six months.  The meetings, which are 
chaired by the CEO, are conducted each year during the week following the end of term four and the week 
following the end of term eight.  All members of the industry advisory panel are invited by the CEO to 
attend.  Minutes of meetings of the industry advisory panel are produced by RANSFORD COLLEGE’s Student 
Services Manager, who attends the meetings as an observer and note-taker.  

Signoff on Training and Assessment Strategies 

Training and Assessment Strategies are checked and signed by the Chairperson of the Industry Advisory Panel. 

 



 

 

 

81. Transition from superseded Training Packages and/or Accredited Courses 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.26 
- Clause 1.27 

Related Policies 

• Sourcing learning resources 

• Developing supplementary learning resources 

• Training and Assessment Strategies 

• Developing assessment tools 

Related Documents 

• Training Package Transition Plan 

Policy 

RANSFORD COLLEGE will manage the transition from superseded training packages within 12 months of their 
publication on the National Training Information Service so that only currently endorsed training packages will 
be delivered. 

Procedures 

Training Package annual review 

Trainers and assessors will have their current and sufficient knowledge of the training package relevant to their 
training and assessing updated and assessed at least annually.   

The CEO will invite an expert in each Training Package from which qualifications are taught to conduct a review 
session during the final term of each year.  During the review session, the Training Package will be discussed in 
detail, with any changes implemented during the year noted. 

The expert will be either a member of RANSFORD COLLEGE’s training and assessment staff who has gained 
particular expertise in the Training Package by attending significant relevant professional development 
activities pertinent to the Training Package during the previous year, or an external expert invited by the CEO. 

The most likely source of expertise, for both professional development of RANSFORD COLLEGE staff and 
external support, is the Industry Skills Council (ISC) which developed Training Package.  

The CEO is responsible for maintaining appropriate senior level contacts with the relevant ISCs in order to 
ensure the continuity of the Training Package annual review process. 

All staff who train and/or assess units of competency in qualifications documented in a Training Package will 
be required to attend the annual review session for that Training Package.   

The review session will conclude with an assessment by the Training Package expert of each staff member who 
has attended the session.  This assessment will take the form of either a verbal interview or a written test, as 
determined by the expert in consultation with the CEO and Training Manager. 

Responsibility for transition from superseded Training Packages  



 

 

The Training Manager is responsible for the process of transition from superseded training packages to 
currently endorsed training packages within 12 months of their publication on the National Training 
Information Service.   

The Training Manager will develop a transition plan specifying: 

• the tasks to be completed in the transition process 

• the personnel responsible for completing the tasks 

• the dates by which the tasks must be completed.   

This information is documented in a Training Package Transition Plan for each superseded Training Package. 

Training Package Purchasing Guides 

The Training Manager will refer to the relevant Training Package Purchasing Guide in developing the Training 
Package Transition Plan for a superseded Training Package.  The Purchasing Guides provide information and 
advice about transition arrangements.  Of particular relevance is the information each Purchasing Guide 
provides about the equivalence of qualifications in the currently endorsed Training Package to replaced 
qualifications.   

Introduction to new versions of Training Packages 

Experts from the ISC which developed the Training Package and/or other experts from other organisations as 
appropriate will be invited to conduct a professional development session for RANSFORD COLLEGE trainers 
and assessors in the currently endorsed Training Package within three months of its publication on the 
National Training Information Service.   Alternatively, RANSFORD COLLEGE trainers/assessors will be required 
to attend external professional development courses at the relevant ISC. 

Mapping of new units and superseded or replaced units 

Each currently endorsed Training Package contains a mapping which describes the relationship between new 
units and superseded or replaced units of the previous version of the Training Package.  The Training Manager 
will refer to this in the development of Training Package Transition Plan. 

Terms used in this discussion 

Please note the meanings attached to the following terms used in this discussion: 

• “most recent qualification” refers to a qualification in the currently endorsed Training Package which is 
identified in the Purchasing Guide as being identical to a qualification from the superseded Training Package 
on RANSFORD COLLEGE’s scope of qualifications. 

•  “current units” refers to units in the currently endorsed Training Package 

• “Previous units” refers to units in the superseded Training Package 

• “Identical previous units” refers to units of competency which remain unchanged in the currently endorsed 
Training Package 

• “similar units” refers to units of competency in the currently endorsed Training Package named identically to 
those in the superseded Training Package, and which contain some elements of competence which are 
identical to elements in the unit by the same name in the superseded Training Package 

• “new units” refers to units of competency in the currently endorsed Training Package which do not exist in the 
superseded Training Package 

Informing students of the opportunity to transfer to the most recent qualification 

In managing the transition to a currently endorsed Training Package, the Training Manager will ensure that 
currently enrolled students are, wherever possible, given the opportunity to transfer to the most recent 
qualification.   

The Training Manager is responsible for informing students of the opportunity to transfer to the most recent 
qualification.  The Training Manager will invite all students enrolled in a qualification in the superseded 



 

 

Training Package to a meeting during which the steps involved in transferring to the currently endorsed 
Training Package will be explained.   

Students who have completed 50% of less of the units of their qualification will be encouraged to transfer to 
the new qualification. 

Students transferring to the most recent qualification 

Students who transfer to the most recent qualification must complete all of the units of competency in the 
packaging (as selected by RANSFORD COLLEGE) of the most recent qualification.  For those units of 
competency in the RANSFORD COLLEGE packaging of units for a qualification in a currently endorsed Training 
Package which have been revised from the superseded Training Package, the Training Manager must ensure 
that students have the opportunity to be assessed according to the evidence guide of the currently endorsed 
Training Package.   

The impact of transferring to the most recent qualification will vary amongst students according to the current 
duration of their enrolment in the qualification. 

Timetabling for the most recent qualification 

The Training Manager and the Student Services Manager, working cooperatively, are responsible for producing 
a calendar and timetable for the units of competency comprising each qualification offered by RANSFORD 
COLLEGE in the currently endorsed Training Package.   

The timetable will be designed so that units in the currently endorsed Training Package which are identical to 
those in the superseded Training Package are substituted where possible (according to the number of hours 
required for units in the currently endorsed Training Package, using the relevant Purchasing Guide as a broad 
benchmark), and similar units replace those to which they are similar (again, according to the number of hours 
required for the new units).  Please refer below to the meaning ascribed here to “similar units”. 

Adding currently endorsed qualifications to scope 

The procedure for adding currently endorsed qualifications to scope which are equivalent to replaced 
qualifications is to complete and return a form supplied by ASQA.  It is necessary to add new qualifications to 
the scope of registration using the standard application process. 

Transition Plan from superseded versions of Training Packages  

The Training Manager is responsible for developing a Transition Plan from each superseded Training Package.  
The Transition Plan involves at least the following steps. 

1. Map current units to identical previous units 

2. In reference to the Learning and Assessment Strategy for the qualification, for current units which are similar 
to previous units, develop revised assessor guides and learner guides, incorporating assessment tools 
appropriate to the current unit (refer to “Developing Assessment Tools”) 

3. In reference to the Learning and Assessment Strategy for the qualification, for current units which have no 
similar previous units, develop new assessor guides and learner guides, with assessment tools as appropriate. 
(refer to “Developing Assessment Tools”). 

4. Incorporate the current units into a revised academic calendar for the qualification of which they are part 

5. Produce a timetable for the current units which allow students who have transferred to the most recent 
Training Package to complete the course within the expected duration. 

The transition plan will ensure that the transition from superseded training packages is complete within 12 
months of their publication on the National Training Register. 

Revised Training and Assessment Strategies 

The Training Manager is responsible for the development of revised Training and Assessment strategies for the 
Training Package.  Please refer to “Development of Training and Assessment Strategies”. 

Revised Learning Resources and Assessment Tools 



 

 

The Training Manager is responsible for the sourcing and/or development of revised learning resources and 
the development of revised assessment tools for the currently endorsed Training Package.   

Please refer to the following policies: 

• Sourcing learning resources 

• Developing supplementary learning resources 

• Developing assessment tools 

 



 

 

82. Information provided to applicants prior to enrolment 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 5.1 
- Clause 5.2 (a) (b) (c) (d) (e) (f) 
- Clause 5.3 
- Clause 5.4  

• National Code 2007 Part D Standards 1.1, 1.2, 1.3 2.1 

• ESOS Act 2000 Section 15  

Related Policies 

• Teaching and Learning 

• Assessment 

• Reasonable Adjustment 

• Credit transfer 

• Recognition of Prior Learning 

• Education agents 

• Learner Support and Welfare Services 

• Privacy 

• Fees and Charges 

• Refunds 

• Ethical Marketing 

Related Documents 

• RANSFORD COLLEGE Course Brochures 

• International Student Pre-Enrolment Information Kit 

• Student Handbook 

Policy 

RANSFORD COLLEGE will ensure that clear and accurate information is provided to prospective students to 
enable them to decide if RANSFORD COLLEGE and RANSFORD COLLEGE’s courses are suitable for them, taking 
into account their existing skills and knowledge and any specific needs. 

RANSFORD COLLEGE will provide information about training products to prospective students is that is ethical, 
accurate, and consistent with its scope of registration. 

RANSFORD COLLEGE will ensure that all marketing of RANSFORD COLLEGE’s training and assessment services, 
including by third-parties with which RANSFORD COLLEGE has entered into an agreement, is undertaken in a 
professional manner and maintains the integrity and reputation of the industry and registered providers. 



 

 

RANSFORD COLLEGE will ensure that before intending students enter into a contract with RANSFORD 
COLLEGE, they will be informed about the training, assessment and support services to be provided, and about 
their rights and obligations. 

This information includes: 

• the full course title and name of the training product; 

• the venue location, details of facility, provided equipment, library and learning resources available to students 
of RANSFORD COLLEGE; 

• details, including contact details, of any third parties involved in the delivery and/or assessment of the course; 

• details of all entry requirements and any specific requirements that students need to meet in order to 
complete the program; 

• the requirements for acceptance in to a course; including the required English level proficiency, qualifications 
or work experience and course credit;  

• qualification modes of delivery, study load and how long the course will take to complete; 

• examples of the course content, assessment methods and hot to submit assessments;  

• confirmation that RANSFORD COLLEGE is responsible for the quality of the training and assessment which is 
provided; 

• the fact that RANSFORD COLLEGE will be issuing the qualifications and statements of attainment; 

• the fact that any changes to the arrangements will be communicated to the learner via email or at information 
sessions;  

• details of arrangements with third parties or other registered providers to provide the course or part of the 
course;  

• how to lodge a complaint or appeal against RANSFORD COLLEGE or the third-party; 

• how any mandatory work placements will be arranged and managed; 

• support services which are available to students and the cost of them; 

• Details of the course-related fees which are payable, how and when the fees are to be paid and that fees may 
change during the duration of the course; 

• how to request a refund; 

• conditions under which a refund will be provided. 

If enrolment will be under a loan or delayed payment arrangement (including VET loan scheme), RANSFORD 
COLLEGE will clearly state the terms of the engagement, including any debt that may be incurred, when and 
under what conditions repayment is required and any associated fees, indexation or interest. 

RANSFORD COLLEGE will inform students if they may be accessing any government funding entitlement that 
may reduce their ability to access such funding in the future. 

RANSFORD COLLEGE’s provider name and CRICOS number is clearly identified in written marketing and other 
material for students, including electronic form 

RANSFORD COLLEGE does not give false or misleading information in relation to claims of association between 
providers, the employment outcomes associated with a course, automatic acceptance into another course, 
possible migration outcomes, or any other claims relating to RANSFORD COLLEGE, its course, or outcomes 
associated with the course. 

RANSFORD COLLEGE will inform prospective students about their rights as a consumer, in accordance with the 
relevant state and/or territory laws. 

If RANSFORD COLLEGE operates in a state or territory where the state or territory laws require that students 
are offered a cooling off period, students will be provided with relevant information. 



 

 

Procedures 

The Training Manager is responsible for ensuring that relevant brochures and pre-enrolment information are 
made available to education agents and all of RANSFORD COLLEGE’s prospective students. 

The following information is provided in RANSFORD COLLEGE’s brochures. 

• Living in Melbourne (overseas students) 

• The enrolment processes 

• Student visa requirements (overseas students) 

• Overseas student health cover (overseas students) 

• Accommodation and living expenses (overseas students) 

• Useful websites 

• Orientation (including the mandatory requirement to attend and to receive a copy of the student handbook) 

• The ESOS framework (overseas students) 

• Contact details (at RANSFORD COLLEGE, DOE and DIBP (overseas students)) 

• RANSFORD COLLEGE’s facilities 

• RANSFORD COLLEGE’s CRICOS code (overseas students) 

• RANSFORD COLLEGE’s location and contact details 

• English language requirements for course entry 

• Academic requirements for course entry 

• Procedure for assessing entry requirements 

• Deferment, suspension or cancellation of enrolment policy 

• Program details and schedule of fees 

• Credit transfer 

• Course progress requirements 

• Attendance requirements 

• the full course title and name of the training product 

• the venue, mode of delivery and how long the course will take to complete 

• details, including contact details, of any third parties involved in the delivery and/or assessment of the course 

• confirmation that RANSFORD COLLEGE is responsible for the quality of the training and assessment which is 
provided 

• the fact that RANSFORD COLLEGE will be issuing all qualifications and statements of attainment 

• the fact that any changes to the arrangements will be communicated to the learner 

• how to lodge a complaint or appeal against RANSFORD COLLEGE or the third-party 

• how any mandatory work placements will be arranged and managed 

• support services which are available to students and the cost of them 

• fees which are payable and how and when the fees are to be paid 

• how to request a refund 

• conditions under which a refund will be provided 

Information supplied in course outline marketing flyers 

The following information is contained in the marketing flyer for each of the training products offered by 
RANSFORD COLLEGE: 



 

 

• qualification code and name offered 

• course tuition weeks and total duration including holidays 

• CRICOS course code 

• course summary information 

• course structure  

• assessment methods 

• entry requirements  

• credit transfer and recognition of prior learning 

• campus location 

• course content 

• course-related fees 

Information on the website 

The following information is available from the RANSFORD COLLEGE website: 

• Academic requirements for course entry 

• Access and equity 

• Accommodation and living expenses 

• Accommodation options for students 

• Admissions and enrolment policy 

• Agent list 

• Arrival information 

• Attendance requirements 

• Australian education system 

• Complaints and appeals policy 

• Contact details (at RANSFORD COLLEGE, DOE and DIBP) 

• Counselling 

• Course information (course outline marketing flyers) 

• Credit transfer 

• Deferment, suspension or cancellation of enrolment  

• Emergency assistance and medical care 

• Emergency contact details 

• Employment opportunities whilst studying 

• English language requirements for course entry 

• Enrolment process 

• ESOS framework 

• Ethical marketing approach 

• Facilities 

• Fees and charges 

• Glossary of terms 

• Issue of qualifications and statements of attainment 



 

 

• Language, literacy and numeracy assessment 

• Legislative environment in which RANSFORD COLLEGE operates 

• Living in Melbourne 

• Living in Sydney 

• Managing critical incidents 

• RANSFORD COLLEGE’s CRICOS code 

• RANSFORD COLLEGE’s facilities 

• RANSFORD COLLEGE’s location and contact details 

• Monitoring course progress policy 

• National recognition 

• Occupational health and safety 

• WHSC information 

• Orientation  

• Pre- departure information 

• Privacy policy 

• Procedure for assessing entry requirements 

• Program details and schedule of fees 

• Recognition of prior learning 

• Refund policy 

• Staff 

• Learner support and welfare services 

• Student visa requirements 

• Training and assessment approaches 

• Transfer between registered providers 

• Useful websites 

 

 

 



 

 

83. Student Handbook 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015  

- Clause 5.1 
- Clause 5.2 (a) (b) (c) (d) (e) (f) 
- Clause 5.3 

- Clause 5.4  

National Code 2007  

- Part D Standard 6.1 

Related Policies 

• Learner Support and Welfare Services 

• Reviewing and improving Learner Support and Welfare Services 

Related Documents 

• Student Handbook Declaration 

• Student Handbook Declaration Register 

Policy 

The RANSFORD COLLEGE student Handbook is an essential source of information for students.  Students are 
provided with the Student Handbook at orientation and encouraged to refer to it regularly.  The Student 
Handbook is reviewed and updated regularly. 

Procedures 

Contents of the Student Handbook 

The Student Handbook contains information under the following headings: 

• Important Information and Emergency Contacts 

• RANSFORD COLLEGE Location 

• Travelling to RANSFORD COLLEGE by bus 

• Mission Statement 

• About RANSFORD COLLEGE 

• About Melbourne 

• Accommodation 

• Cost of Living 

• Medical and Health 

• School-Aged Dependants  

• Childcare 

• Places of worship  

• Driving in Australia 
• Australian Laws 
• Weather  
• Time Difference 
• The Business Environment in Australia 



 

 

• List of Helpful Websites 
• In Case of Emergency 
• Useful contact numbers (in alphabetical sequence of service) 
• Things to do when you first arrive 
• Campus Location and Contact Details 
• Enrolment Information 
• Facilities 
• Personal Counselling 
• Academic Counselling 
• Language, Literacy and Numeracy skills assistance 
• Students with Special Needs 
• Social Program 
• Classrooms 
• Training workshop 
• Model Office 
• Course Information 
• Assessment Methods 
• The ESOS Framework 
• Fees and Charges  
• Program details and schedule of fees  
• Tuition fee protection  
• Recognition of Prior Learning (RPL)  
• Credit Transfer  
• Course materials  
• Privacy Policy  
• Code of Practice  
• Refund Policy  
• Deferment, suspension or cancellation  
• Course Progress Requirements 
• Attendance 
• Complaints and Appeals 
• CRICOS Provider Code  
• Supplementary Assessment 
• Timetables 
• Student Satisfaction Survey 

• Learning Support  

• Change of Address  

• Welfare and General Support  

• Resume development  

• Mentoring 

• Study skills program 
• Careers Guidance  
• Transfer between Registered Providers 
• Gaining access to your records 
• Industry Mentoring 
• Student Code of Conduct 



 

 

• Completion within expected duration 
• Staff Details 
• Plagiarism, collusion and cheating 
• Student Declaration 
• Assessment moderation on Appeal  
• Student Safety and Security 
• Scheduling and Timetabling 
• Legislative and Regulatory Environment 
• Campus Plan 
• Occupational Health and Safety 
• Options available if you are assessed as Not Yet Competent in a unit of competency 

Student Handbook Declaration 

Students are required to sign a declaration attesting that they: 

• have read and understood the information in the handbook 

• understand that RANSFORD COLLEGE is obliged to provide information to the Australian Government and 
designated authorities and, if relevant, the Director of the Tuition Protection Service.  This information 
includes: 

- student personal and contact details 

- course enrolment details and changes 

- the circumstance of any suspected breach of a student visa condition. 

• have read and agree with the refund policy. 

• agree to comply with the student code of conduct.  Students acknowledge that RANSFORD COLLEGE may 
cancel their enrolment should they not comply the student code of conduct. 

• understand that RANSFORD COLLEGE may cancel their enrolment if: 

- they do not make satisfactory course progress, or  

- they do not pay their tuition fees according to the agreed payment schedule, or 

- they are found to have plagiarised, colluded or cheated in any submission in response to an assessment task. 

• confirm that they have had the RANSFORD COLLEGE’s complaints and appeals processes explained to them in 
detail at the student orientation session.   

• they have read the complaints and appeals policy and procedures in the handbook. 

Should they have any questions about the declaration, students are instructed to make an appointment with 
the Student Services Manager.  Students are not allowed to attend classes until they have signed the 
declaration. 

Ensuring the student handbook declaration is received and filed 

An important part of the orientation presentation is the overview of the Student handbook.  The structure and 
content of the handbook is discussed in detail during the orientation session. 

Students are provided with sufficient time at the end of the orientation session to read the Student Handbook 
and assimilate the information it contains.  The Student Services Manager and academic staff will be present 
during and after the orientation session to answer questions about information presented in the Student 
Handbook. 

The Student Services Manager is responsible for ensuring that a signed Student Handbook declaration is 
received from each student.  Students are required to submit the signed declaration to the Student Services 
Manager before leaving the orientation session.   



 

 

Each beginning student will have an entry in the Student Handbook Declaration Register.  Each student is 
required to sign the Student Handbook Declaration Register upon submission of the signed declaration.  Each 
entry in the register will be countersigned by the Student Services Manager. 

The Student Services Manager is responsible for ensuring that the Student Handbook Declaration for each 
beginning student is placed in the student’s file.  The Student Services Manager is also responsible for ensuring 
that the Student Handbook Declaration Register is placed in the Registers File. 

Review and update of the student handbook 

The student handbook will be updated by direction of the CEO whenever a feedback mechanism indicates the 
need for an update, or a change in policy or procedure mandates the need.  The CEO will delegate the task of 
updating the student handbook to a member of the staff who is qualified to implement the update.  The staff 
member will be provided with a timeline for the update.  The update process be monitored and supervised by 
the manager of the delegated member of staff. 

 



 

 

84. Language, Literacy and Numeracy 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 1.7 

• National Code Part D Standard 6.2 

Related Policies 

• Continuous Improvement 

• Orientation 

• Teaching and Learning 

• Learner Support Needs Records 

• Monitoring Course Progress 

• Sourcing Learning Resources 

• Developing Supplementary Learning Resources 

• Developing Assessment Tools 

Related Documents 

• LLN skills assessment test 

• LLN skills assessment “marking guide” 

• LLN Skills Summary 

• LLN Skills assistance program schedule 

Policy 

As an integral part of RANSFORD COLLEGE’s commitment to ensuring that students receive training, 
assessment and support services that meet their individual needs, RANSFORD COLLEGE will ensure that the 
language, literacy and numeracy skills of students are suitable for the course or courses in which they are 
enrolled.  RANSFORD COLLEGE will require all students to undertake an LLN skills assessment program prior to 
attending any classes.  Students who are identified as requiring LLN skills assistance will have skills assistance 
program schedule developed for them. 

Procedures 

LLN assessment at orientation 

During their first day at RANSFORD COLLEGE, after the orientation session, students will undertake a Language, 
Literacy and Numeracy skills assessment test (LLN skills assessment test) to determine whether they may 
require LLN skills assistance to successfully complete the course in which they are enrolled.  The test will be 
administered by a properly skilled and qualified practitioner (please refer to the position description for the 
LLN skills officer).   

It is important to note that the LLN skills assessment is not associated with the entry requirements for courses 
at RANSFORD COLLEGE.  Applicants for enrolment will be accepted only if they are assessed as satisfying the 
academic and English language entry requirements.  Please refer to the Applications, Offers and Enrolments 
policy. 



 

 

The LLN skills assessment test 

The LLN skills assessment test seeks to assess the language, literacy and numeracy skills of students who have 
enrolled at RANSFORD COLLEGE.  The test comprises the following sections: 

• Self-rating – literacy 

Students are requested to rate themselves on a scale from 1 (Not Good) to 3 (Very Good) according to various 
reading requirements 

• Self-rating – numeracy 

Students are requested to rate themselves on a scale from 1 (Not Good) to 3 (Very Good) according to various 
numeracy functions. 

• Self-rating – verbal 

Students are requested to rate themselves on a scale from 1 (Not Good) to 3 (Very Good) according to various 
requirements of verbal acuity. 

• Language / literacy test 

Language and literacy skills of students are tested by requiring students to match newspaper headlines with 
the correct text and then to choose a topic upon which to write 

• Learning styles 

Students are provided with information about learning styles and asked to identify which learning styles 
accurately reflect their approach to learning 

•  Numeracy tasks 

Finally, students are provided with a set of numeracy tasks 

LLN skills summary 

The LLN skills officer will produce a “Language, Literacy and Numeracy Skills Summary” (LLN Skills Summary) 
for each beginning student.  The LLN skills summary clearly identifies any LLN skills assistance that a student 
may require.  The LLN skills summary for each student is filed in the student’s file.   

LLN skills and the Learner Support Needs Records 

Information about LLN skill levels of students is entered into each student’s learner support needs booklet. 

Considering LLN skills in the development of training plans and session plans 

The LLN skills summary and the learner support booklets should be referred to by trainers in the development 
of training plans and session plans for groups of which the student is part.  (Please refer to “Teaching and 
Learning”). 

Failing to undertake the LLN skills test 

Students who do not attend the scheduled orientation session will undertake the LLN skills assessment test on 
their alternative orientation date (as agreed with the Student Services Manager – see “Orientation”). 

The LLN skills officer is required to submit the LLN Skills summaries for all beginning students to the Student 
Services Manager by 5:00pm of the day of the orientation. 

LLN skills assessment “marking guide” 

To ensure consistency and fairness, a “marking guide” is referred to by the LLN skills assessor in evaluating the 
responses to the LLN skills assessment. 

LLN skills assistance 

Students who are identified as requiring LLN assistance will be required to attend an interview with the LLN 
skills officer.  The Student Services Manager is responsible for ensuring that an appointment for the interview 
is arranged.  The interview will take place no later than one day after the orientation session. 



 

 

The student and the LLN skills officer will discuss and agree upon an approach to LLN skills assistance.  A typical 
approach is for the LLN skills officer to conduct one-on-one LLN skills assistance sessions for a period of three 
hours per week over the duration of the first term of the student’s studies.  (Please refer to the current fee 
schedule).  While student at LLN skills assessment sessions is not compulsory, students will be very strongly 
encouraged to do so should their LLN skills assessment indicate that it is necessary. 

LLN skills assistance program schedule 

At the completion of the interview, the LLN skills officer will complete an LLN skills assistance program 
schedule.  The schedule lists the sessions the student is to attend.  The student indicates agreement to the 
schedule by signing and dating the document.  The student is required to take the “tear-off payment slip” to 
the Student Services Manager to make payment for the LLN skills assistance program.  The program will not 
begin until payment for the entire program is received. 

LLN and Learning resources 

An important criterion used in the sourcing of learning resources and the development of additional learning 
resources are the LLN skills of the RANSFORD COLLEGE student cohort.  Please refer to “Sourcing Learning 
Resources” and “Developing Supplementary Learning Resources”.	
LLN and Assessment Strategies 

When developing Training and Assessment Strategies, RANSFORD COLLEGE considers the LLN skills of 
students.  The objective is to ensure that Training and Assessment Strategies reflect the LLN skills required by 
students in order to participate in training and assessment, and to participate at the workplace upon 
completion of the training and successful assessment. 

LLN and Assessment Tools 

Assessment tools are reviewed as part of the development and review process to ensure that they are suitable 
for the language, literacy and numeracy skills of the students to whom they are to be administered.  Please 
refer to the Developing Assessment Tools policy. 

LLN Skills Assistance as part of an intervention strategy 

Students may be required to attend LLN skills assistance classes as part of an intervention strategy if they are 
not making satisfactory course progress according to RANSFORD COLLEGE’s “Monitoring course progress” 
policy and procedures.  

Students seeking LLN assistance 

Students are encouraged to seek LLN assistance.  They are informed at orientation and in the student 
handbook of the LLN assistance available from the LLN skills officer.  Students may make an appointment with 
the LLN skills assistance officer by enquiring at the reception desk.  There is a fee (please refer to the current 
fee schedule) for one-on-one LLN skills assistance sessions with the LLN skills assistance officer.  Students are 
informed of this fee in the Enrolment Offer and Acceptance Agreement which they sign prior to indicate 
acceptance of the RANSFORD COLLEGE conditions of enrolment. 

 



 

 

85. Interaction with the registering body 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• Standards for RTOs 2015 
- Clause 7.5 
- Clause 8.1 (a) (b) (c) (d) (e (f) 
- Clause 8.2 
• NVR Data Provision Requirements 2012 DPR5.1 
• National Code 2007 Part D Standards 14.3, 15.1 and 15.2 
• ESOS Act 9(6) 

Related Policies 

• Governance and Probity 

• Compliance with Statutory Requirements 

Policy 

RANSFORD COLLEGE will provide timely advice to ASQA of any changes to RANSFORD COLLEGE’s control, 
management, operations, financial status, or membership of a TAS assurance scheme (for domestic students 
only) or fee insurance arrangement.   

RANSFORD COLLEGE will advise ASQA and RANSFORD COLLEGE students of any relocation of premises.  

 RANSFORD COLLEGE will ccooperate with ASQA in the conduct of audits and the monitoring of RANSFORD 
COLLEGE’s operations.  RANSFORD COLLEGE will put in place measures to assure ASQA that access to 
information about students which is held offsite will be available to ASQA, at no cost to ASQA, should 
RANSFORD COLLEGE cease operations.  

RANSFORD COLLEGE will ensure that any third-parties delivering services on behalf of RANSFORD COLLEGE will 
provide accurate and factual information in response to information requests from ASQA and will cooperate in 
the conduct of audits and the monitoring of its operations. 

Procedures 

Advising the designated authority of changes 

ASQA and other relevant government and non-government bodies will be advised of any change of ownership 
of the college within 90 calendar days of the change occurring. 

RANSFORD COLLEGE will provide information about substantial changes to its operations or any event that 
would significantly affect the RANSFORD COLLEGE’s ability to comply with these standards within 90 calendar 
days of the change occurring 

The CEO is responsible for ensuring that ASQA is notified of such changes, in the specified timeframe. 

Providing information for an assessment under section 9(6) of the ESOS Act 

ASQA will be provided with information about the personnel involved in a change of ownership or senior 
management in order for an assessment to be made under section 9(6) of the ESOS act that the provider is fit 
and proper to be registered to deliver programs to Overseas Students.   The National VET Regulator (ASQA) will 
be provided with such information soon as practicable prior to the change taking effect, or within 10 working 
days of the change taking effect where the change cannot be determined until it takes effect. 



 

 

The CEO is responsible for ensuring that ASQA is notified of such changes, in the specified timeframe. 

Notifying ASQA of significant changes in financial status 

RANSFORD COLLEGE will notify ASQA of any significant changes to: 

• RANSFORD COLLEGE’s financial viability  
• debt ratio 
• changes to financial guarantor arrangements 

ASQA will be advised in writing of such changes as soon as practicable prior to the change taking effect, or 
within 10 working days of the change taking effect where the change cannot be determined until it takes 
effect. 

The CEO is responsible for ensuring that ASQA is notified of such changes, in the specified timeframe. 

Notifying ASQA of significant changes to membership of a TAS assurance scheme or fee insurance 
arrangement 

RANSFORD COLLEGE will notify ASQA of any significant changes to RANSFORD COLLEGE’s membership of a 
tuition assurance scheme or fee insurance arrangement.   ASQA will be advised in writing of such changes as 
soon as practicable prior to the change taking effect, or within 10 working days of the change taking effect 
where the change cannot be determined until it takes effect. 

Notification to students of relocation of premises 

Notification of a relocation of RANSFORD COLLEGE premises will be provided to all students, including those 
not yet studying, but whose visa has been granted.  Notification will be provided at least 20 working days 
before the relocation. 

Notification to authorities of relocation of premises 

Notification of a relocation of RANSFORD COLLEGE premises will be provided to ASQA and all other relevant 
government and accrediting authorities.  Notification will be provided at least 20 working days before the 
relocation 

Cooperating with ASQA in the conduct of audits and the monitoring of RANSFORD COLLEGE’s operations 

The CEO is responsible for ensuring that all RANSFORD COLLEGE staff cooperate with ASQA in the conduct of 
audits and the monitoring of RANSFORD COLLEGE’s operations.  All directions and requests from ASQA will be 
acted upon by the CEO immediately they are received.  The CEO will ensure that authorised ASQA staff and/or 
appointed representatives or agents are provided with the human and physical resources necessary to 
undertake any audit or other monitoring activity which ASQA requires.   

All staff at induction are informed of the requirement to cooperate fully and promptly with requests of 
authorised officers, representatives and agents of ASQA during an audit or any other activity associated with 
the monitoring of RANSFORD COLLEGE’s operations.  Staff attests to their understanding of this requirement 
by signing the induction checklist, which makes explicit reference to it. 

Providing a statement of financial viability, an annual report and/or a business plan on request of ASQA 

The CEO is responsible for ensuring that ASQA is provided with a statement of financial viability, an annual 
report and/or a business plan on request. 

Information about performance 

The CEO is responsible for ensuring that appropriate systems are in place to comply with the Data Provision 
Requirements 2012 by providing Australian Vocational Education and Training Management Information 
Statistical Standard (AVETMISS) data, and Quality Indicator data. 



 

 

86. Governance and Probity 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 7.1 
- Clause 7.2 
- Clause 7.4 
- Clause 7.5 
- Clause 8.1 
- Clause 8.2 
- Clause 8.3 
- Clause 8.4 
- Clause8.5 

- Clause 8.6 

• NVR Data Provision Requirements DPR5 

• NVR Fit and Proper Person Requirements FPPR4, 
FPPR5 

• ESOS Act 2000 

• National Code 2007  

- Part D Clause 14.3 

- Part D Standard 15 

Related Policies 

• Training and Assessment Strategies 

• Continuous Improvement 

• Industry Engagement 

• Interaction with the Registering Body 

• Compliance with Statutory Requirements 

Related Documents 

• Academic Advisory Board Terms of Reference 

• Industry advisory panel Terms of Reference 

Policy 

RANSFORD COLLEGE is an education provider with the purpose of providing vocational education and training 
to students from Australia and internationally.  RANSFORD COLLEGE will at all times have appropriate 
governance structures in place to ensure that its business as an education provider is conducted ethically and 
with appropriate academic and educational oversight. 

Procedures 

Company Structure 

RANSFORD COLLEGE has a Governing Board, and takes advice from an Academic Advisory Board and an 
Industry advisory panel.  The Training Manager, Student Services Manager and Training Manager each report 
to the CEO, who is a member of the Governing Board.   

Organisation Chart 

The following organisation chart illustrates the structure and the flow of decision-making processes at 
RANSFORD COLLEGE. 



 

 

 
Governance 

RANSFORD COLLEGE’s Governing Board comprises the Directors and the CEO. 

Supplementing the work of the Governing Board, RANSFORD COLLEGE has an Academic Advisory Board and an 
Industry Representative Committee.  The terms of reference and membership of these bodies is discussed 
elsewhere in this document.  

Senior officers and directors or substantial shareholders who are in a position to influence RANSFORD 
COLLEGE’s management must satisfy fit and proper person requirements. 

Governing Board 

The activities of RANSFORD COLLEGE are overseen by a Governing Board comprising the Directors of the 
company and the CEO.  The Governing Board is responsible for the overall financial management and control 
of the organisation, for reviewing the operations of the college and for high level strategic planning.   

The RANSFORD COLLEGE governing board is guided and informed in all that it does by RANSFORD COLLEGE’s 
educational philosophy.  The governing board will, as necessary from time to time, invite experts in relevant 
fields to join the board in advisory capacities.  Expert speakers will be invited to address the governing board 
as necessary.   

The governing will board will meet on a monthly basis.  A member of the governing board will be appointed as 
Secretary to the Board, with responsibility for distributing agendas and producing minutes. 

The Governing Board will: 

• prepare an annual budget to be used by the executive management of RANSFORD COLLEGE as the basis of the 
budgeting of all aspects of the college’s operation 

• develop and revise strategies for expansion of the college 
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• ensure the dissemination of information about the strategic plan to stakeholders 

• conduct an annual review of the operations of the college 

Academic Advisory Board 

RANSFORD COLLEGE’s Academic Advisory Board (AAB) exists to oversee the educational programs of 
RANSFORD COLLEGE and provide advice on the integrity of the educational process.  The membership 
comprises experienced educators, Accounting professionals and business professionals. 

The RANSFORD COLLEGEAAB provides access to expertise to ensure that standards are consistent with 
education and industry expectations. 

The overriding responsibility of the AAB is to monitor the quality and relevance of the training and assessment 
provided by RANSFORD COLLEGE, providing advice as necessary. 

Industry Advisory Panel 

RANSFORD COLLEGE’s Industry Advisory Panel (IAP) provides advice on the industry relevance of RANSFORD 
COLLEGE’s programs.  The IAP provides active input in the development of Training and assessment strategies, 
learning resources and assessment tools.  Members of the IAP are also actively involved in RANSFORD 
COLLEGE’s assessment validation program. 

Overall vision 

RANSFORD COLLEGE was founded to provide a technical and business focussed post-secondary education to 
young people in an environment where cultural diversity is valued and skills in cultural understanding highly 
prized.  

Our primary objective is to provide an innovative, enjoyable, and successful learning experience for students 
who come to us from countries around the world.  

Our aim is to provide a learning environment in which students from any culture can thrive.  We emphasise 
the development of skills to enable academic success, cultural awareness and a keen interest in global 
cooperation.  We provide our students with opportunities to grow intellectually, develop their character and 
personality in a culturally diverse environment, and achieve academic success. 

RANSFORD COLLEGE supports and promotes the principles and practice of Australian democracy, including a 
commitment to elected government, the rule of law, and equal rights for all before the law, freedom of speech 
and association, and the value of openness and tolerance. 

Mission statement 

RANSFORD COLLEGE is committed to providing quality vocational education and training to enable and 
empower its students to seek self-improvement, irrespective of nationality, gender or belief. 

RANSFORD COLLEGE is a quality of technical and business vocational education, with a focus on international 
students.  By the dedicated pursuit of best practice teaching and assessment and the provision of a dynamic, 
student-centred learning environment, RANSFORD COLLEGE fosters in its students entrepreneurial thought, 
intellectual integrity and social responsibility. 

 

  

 



 

 

87. Compliance with Statutory Requirements 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• ESOS Act 2000 

• National Code 2007 

• Standards for RTOs 2015 

- Clause 7.1 
- Clause 7.3 
- Clause 7.4 

• NVR Data Provision Requirements DPR5 

• NVR Fit and Proper Person Requirements FPPR4, 
FPPR5 

• Financial Viability Risk Assessment Requirements 
2011 

Related Policies 

• Enrolment Offer and Acceptance Agreement 

• Assessment 

• Assessment Processes 

• Fees and Charges 

• Refunds 

• Staff Induction 

• Student Orientation 

• The Tuition Protection Scheme 

• Prepayment of prepaid overseas student tuition fees 

Related Documents 

• Enrolment Offer and Acceptance Agreement 

• Business Plan 

• Marketing Plan 

• Financial Plan 

 

 

 

Policy 

RANSFORD COLLEGE will at all times comply with all statutory requirements in all of its operations as an RTO.  
The Governing Board, CEO, PEO and senior management are familiar with the legislative and regulatory 
environment within which RANSFORD COLLEGE functions.  The Governing Board is responsible for ensuring 
that RANSFORD COLLEGE operates diligently within the statutory environment in which it functions.  The CEO 
is responsible for ensuring that RANSFORD COLLEGE complies with the VET Quality Framework.  The CEO’s 
responsibility for ensuring compliance with the VET Quality Framework extends to all of the operations within 
RANSFORD COLLEGE’s scope of registration. 



 

 

Procedures 

The ESOS Legislative Framework 

As an education provider providing education services to Overseas Students, RANSFORD COLLEGE is bound by 
the ESOS framework   

The ESOS framework comprises the: 

• Education Services for Overseas Students Act 2000 (ESOS Act) 

• Education Services for Overseas Students Regulations 2001 (ESOS Regulations 2001)  

• The National Code of Practice for Registration Authorities and providers of Education Services to Overseas 
Students (National Code) 

These are supplemented by the following legislation which prescribes charges and contributions: 

• Education Services for Overseas Students (Registration Charges) Act 1997 (as amended) 

• Education Services for Overseas Students (Assurance Fund Contributions) Act 2000 

The ESOS legislation interacts with the Migration Act 1958 and its regulations which impose visa-related 
reporting requirements on students and providers. 

The VET Quality Framework 

As a Registered Training Organisation, delivering services to Overseas Students, RANSFORD COLLEGE is bound 
by the VET Quality Framework, comprising the following legislative instruments: 

• RANSFORD COLLEGE Standards 2015 (according to subsection 185(1) of the NVR Act 2011) 

• the Data Provision Requirements 2012 (according to subsection 187(1) of the NVR Act 2011) 

• the Fit and Proper Person Requirements 2012 (according to subsection 186(1) of the NVR Act  

• 2011) 

• The Financial Viability Risk Assessment Requirements (according to subsection 158(1) of the NVR Act 2012) 

• The Australian Qualifications Framework 

Responsibilities of the CEO 

The CEO is responsible for ensuring that RANSFORD COLLEGE complies with the VET Quality Framework.  The 
CEO’s responsibility for ensuring compliance with the VET Quality Framework extends to all of the operations 
within RANSFORD COLLEGE’s scope of registration.  The position description and job accountabilities 
statement of the CEO each document this responsibility. 

RANSFORD COLLEGE’s organisational structure is designed to ensure that matters which relate to compliance 
with the VET Quality Framework are always brought to the attention of the CEO.  The Student Services 
Manager, the Training Manager and the Training Manager each report to the CEO.  Each meets with the CEO 
individually at least once per week.  Each of the Student Services Manager, the Training Manager and the 
Training Manager is responsible for reporting to the CEO any matters associated with compliance with the VET 
Quality Framework during meetings with the CEO. 

The RANSFORD COLLEGE management Committee comprises the CEO, the Student Services Manager, the 
Training Manager and the Training Manager.  The Management Committee meets weekly.  A standing agenda 
item for the management committee is discussion of matters of compliance with the VET Quality Framework.  
All such matters must be raised by the relevant manager at the meeting.  The meeting will discuss the matter 
and the CEO will seek clarification as required.  The CEO will issue instructions to the relevant manager in 
response to each matter of compliance with the VET Quality Framework. 

 

 

 



 

 

Broader legislative environment 

As a Registered Training Organisation, RANSFORD COLLEGE operates in an environment subject to various 
commonwealth and state acts, regulations and guidelines.    

Commonwealth Legislation 
• National Vocational Education and Training Regulator Act 2011 (NVR Act)  
• Education Services for Overseas Students Act 2000 (ESOS Act) 
• National Code of Practice for Registration Authorities and Providers of Education and Training to Overseas 

Students 2007 (National Code 2007)  
• English Language Intensive Courses for Overseas Students (ELICOS) Standards 2018 
• Fair Work Act 2009  
• Employment and Workplace Relations Legislation Amendment (Welfare to Work and Other Measures) Act 

2005  
• Age Discrimination Act 2004 
• Australian Human Rights Commission Act 1986 
• Australian Qualifications Framework Second Edition January 2013 
• Competition and Consumer Act 2010 
• Copyright Act 1968  
• Corporations Act 2001 
• Disability Discrimination Act 1992 
• Higher Education Support Act 2003 
• Human Rights and Equal Opportunity Commission Act 1986 
• Australian Privacy Principles 
• Privacy Act 1988  
• Privacy Amendment (Private Sector) Act 2000 
• Migration Act 1958 

• Racial Discrimination Act 1975 
• Racial Discrimination Regulations 1987 
• Sex Discrimination Act 1984 
• Sex Discrimination Regulations 1984 
• RTO Standards 2015 
• Trade Practices Act 1974 

NSW Legislation 
• Anti-Discrimination Act 1977 
• Disability Discrimination Act 1992 
• Environmental Planning and Assessment Act 1979 
• Fair Trading Act 1987 
• Ombudsman Act 1974 
• Work Health and Safety Act 2011  

Work Health and Safety Regulation 2011 

Providing information about compliance with legislation 

Staff and students are informed of the commonwealth and state regulatory requirements that are relevant to 
RANSFORD COLLEGE’s scope of registration and which are relevant to their work or their learning and 
assessment.   

The CEO is responsible for ensuring that staff are fully informed of the legislative and regulatory requirements 
that affect their duties and that students are fully informed of the legislative and regulatory requirements that 
affect their participation in vocational education and training. 



 

 

Informing staff at induction of legislative and regulatory requirements 

Staff will be informed as part of the induction process of the legislative and regulatory requirements which 
affect their duties.  All staff receives a copy (hard copy and soft copy) of this Policies and Procedures manual. 

Informing students at orientation of legislative and regulatory requirements 

Students will be informed as part of the orientation process of the legislative and regulatory requirements 
which affect their duties.  Information about the Standards for RTOs 2015 and the ESOS Act, and the various 
commonwealth and state legislation and regulations which impact upon them, will be discussed during the 
orientation presentation. 

Students will also be provided with details of the legislative and regulatory environment in the student 
handbook. 

Insurance 

RANSFORD COLLEGE carries Property, Public Liability, Professional Indemnity and Worker’s Compensation 
Insurance.   The Training Manager is responsible for ensuring that all necessary insurance coverage remains 
current at all times. 

RANSFORD COLLEGE’s insurance in relation to workers compensation and public liability indemnifies 
RANSFORD COLLEGE’s Training Participants, host employers and RANSFORD COLLEGE in respect of any injury 
or death to person or any loss or damage to property arising out of any training or work experience activity 
arranged for and on behalf of the Training Participant, where the Training Participant is not an employee of the 
host employer. 

RANSFORD COLLEGE’s Training Manager is responsible for ensuring the thoroughness and currency of 
RANSFORD COLLEGE’s insurance arrangements. 

Police checks 

The Directors, CEO and Training Manager of RANSFORD COLLEGE have undertaken police checks.  Any new or 
replacement Directors, and all new appointments at the CEO/Training Manager level will be required to 
undertake police checks. 

Provision of information about fees 

Information about fees is provided to each learner in the following documents: 

• Enrolment offer and acceptance agreement 

• International student pre-enrolment information kit 

• Course information brochure  

• Student handbook 

Each of these documents provides students with complete details of the total amount of all fees, including 
course fees, administration fees, materials fees, and all other charges, including charges for additional services, 
such as the issuing of replacement certificates of attainment or qualification testamurs. 

Responsibility for ensuring that fee information is provided and for the accuracy of the fee information 
supplied 

The CEO is responsible for ensuring that all fee details are provided in the documents identified above and that 
no additional fees are charged to a learner during the period of enrolment of the learner.  The CEO is also 
responsible for ensuring the accuracy and correctness of the fee information which is supplied. 

Information about payment terms 

Information about the payment terms, including the timing and amount of fees to be paid and any non-
refundable deposit or administration fee is provided in the enrolment offer and acceptance agreement. 

Where RANSFORD COLLEGE is in default of the Enrolment Offer and Acceptance Agreement, then RANSFORD 
COLLEGE shall refund the total of the tuition fees received in respect of the student (including any course 



 

 

money collected by education agents on behalf of the registered provider) prior to the default day.  RANSFORD 
COLLEGE will make payment of the refund within 14 days after the default day as provided by the Education 
Services for Overseas Students Act 2000 and Education Services for Overseas Students Regulations. 

Options available to students who are deemed as Not Yet Competent 

The options available to students who are deemed not yet competent on completion of training and 
assessment are explained to students during the orientation session on their first day of enrolment, and in the 
student handbook.  For details of the options available to students who are assessed as Not Yet Competent in 
one or more units in a term, please refer to the “Assessment” and “Assessment Processes” policies. 

Explanation of refund policy 

RANSFORD COLLEGE’s refund policy is explained in the pre-enrolment information for intending local students 
and pre-enrolment for intending Overseas Students documents, during the orientation presentation, and in 
the student handbook.  The policy is also explained on the Enrolment Offer and Acceptance Agreement, which 
is signed by each student.  For details of RANSFORD COLLEGE’s refund policy, please refer to the Refund Policy 
section of this manual. 

The CEO is responsible for ensuring that the refund policy is accurate and correct and explained as stated as 
above. 

Collection of student fees in advance 

RANSFORD COLLEGE will collect in advance of commencement a maximum of 50% of the total tuition fees for 
a student’s course of study.  RANSFORD COLLEGE will not require additional payment of fees more than two 
weeks prior to the beginning of the student’s second study period. 

RANSFORD COLLEGE has membership of the ACPET Tuition Assurance Service so that prepaid fees by domestic 
students in excess of $1,500 are protected. 

Certification of accounts 

RANSFORD COLLEGE will have its accounts certified annually by a qualified Accountant to Australian 
Accounting standards. 

The CEO is responsible for the organisation of the annual certification.   

Upon request by the National VET Regulator or anybody with which RANSFORD COLLEGE has a contractual 
relationship the CEO will provide a full audit report on RANSFORD COLLEGE’s financial accounts from a 
qualified and independent Accountant. 



 

 

88. Protection of Prepaid Overseas Student Fees 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

Please refer to the Policy Development and Review policy for details of the process for managing policy version 
details. 

Statutory and regulatory compliance 

• ESOS Act s5, s22, s24, s26, s27, s28-32 

• Standards for RTO’s 2015  

- Clause 5.3 

- Clause 7.3 

Related Policies 

• Continuous improvement 

• Refunds 

• Learner support and welfare services 

• Fees and charges 

• Applications, offers and enrolments 

• Enrolment offer and acceptance agreement 

• Complaints and appeals 

• Records Management 

• Record Retention 

• Ethical Marketing 

• The Tuition Protection Scheme. 

Related Documents 

• Enrolment offer and acceptance agreement 

• Application form 

•  Pre-enrolment information for intending Overseas Students 

Policy 

RANSFORD COLLEGE will charge fees to its student for the provision of services and undertaking a nationally 
accredited course which leads to the issue of a nationally recognised outcome.  

RANSFORD COLLEGE will comply with the provisions of the ESOS Act regarding the protection of pre-paid 
student fees.  Students who make prepayment of tuition fees to RANSFORD COLLEGE will not be 
disadvantaged by doing so. 

The Chief Executive Officer is responsible for approving fees and charges.  

 

Procedures 

 

Fees prepaid prior to enrolment 



 

 

The Training Manager is responsible for ensuring that RANSFORD COLLEGE will not request not receive more 
than 50% of a student’s total tuition fees for a course before the student has begun the course.   All fees 
received prior to a student’s commencement will be paid into the designated “prepaid fees” account. 

Any tuition fees paid by students prior to enrolment, which are in excess of 50% of the total tuition fee for the 
course, will be refunded to the refunded to the student. 

Subsequent payment of fees 

The Training Manager is responsible for ensuring that RANSFORD COLLEGE will not require any subsequent 
payment of fees earlier than two weeks before the start of a student’s second study period. 

Study periods 

Study periods are defined in offer letters sent to students and in the enrolment offer and acceptance 
agreement.  A study period is defined as a term.  Generally, terms are of ten (10) weeks duration, but this may 
vary according to the course in which a student is enrolled.  The Training Manager is responsible for 
determining the duration of each term, and therefore of each study period, in a course. 

RANSFORD COLLEGE’s “designated account” 

The Training Manager is responsible for ensuring that RANSFORD COLLEGE maintains a designated account 
into which prepaid initial student tuition fees are deposited.  The account is designated as the initial prepaid 
fees account.  Tuition fees received from international students are paid in to this account within five (5) 
business days of receiving them.   

Amount kept in the designated account 

The Training Manager is responsible for ensuring that the amount kept in the designated account will at all 
times be sufficient to repay all tuition fees of students who have not yet commenced.  A report has been 
developed to be generated by the Student Management System which provides, at the request of the Training 
Manager, the amount currently held in the designated account and the amount which has been prepaid by 
students who have not yet commenced.  

The Training Manager is responsible for ensuring that the funds held in the designated account are not 
available for, and are not be used for, the payment of other debts. 

Details in the student enrolment offer and acceptance agreement 

The Student Services Manager is responsible for ensuring that the enrolment offer and acceptance agreement 
for each student identifies the length of each study period for the course in which the student is enrolled.  It 
also identifies the tuition fees payable for each study period and the dates on which the payments are due.  
The bank account into which prepayment of tuition fees is made is identified in the student enrolment offer 
and acceptance agreement. 

Designated Account Balance Report 

The Training Manager is responsible for running the “designated account balance report” which provides a 
comparison of the amount held in the designated account with the total amount of fees which have been 
prepaid by students who have not commenced.  The Training Manager is responsible for ensuring that this 
report is available if and when requested by the regulating authority. 

Refunds of prepaid amounts greater than 50% of the total tuition fees 

The Training Manager is responsible for ensuring that timely refunds are issued to students who make 
payment of greater than 50% of their total tuition fees prior to commencement.  The amount of the refund is 
the difference between the amount paid and an amount equal to 50% of the total tuition fees.



 

 

89. The Tuition Protection Service 
Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 
Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 7.3 
- Schedule 6 

• ESOS Act s5, s22, s24, s26, s27, s28-32 

Related Policies 

• Continuous improvement 

• Refunds 

• Learner support and welfare services 

• Fees and charges 

• Applications, offers and enrolments 

• Enrolment offer and acceptance agreement 

• Complaints and appeals 

• Records Management 

• Record Retention 

• Ethical Marketing 

• Protection of overseas prepaid student fees. 

Related Documents 

• Enrolment offer and acceptance agreement 

• Application form 

• Pre-enrolment information for intending Overseas Students 

Policy 

RANSFORD COLLEGE will comply with the requirements of the Tuition Protection Scheme. 

Procedures 

Payment of the TPS Levy 

The CEO is responsible for ensuring that RANSFORD COLLEGE pays the correct TPS levy for each calendar year 
and for ensuring that accurate and timely information is disclosed to the TPS Director for the payment of the 
annual levy. 

Notification of Provider Default 

The CEO is responsible for notifying the Secretary of DOE and the TPS Director of provider default within three 
(3) business days of the date of the default.  Upon provider default, RANSFORD COLLEGE will offer each 
student a place in an appropriate alternative course.  If a student does not accept the offer or a place in an 
appropriate alternative course, RANSFORD COLLEGE will offer the student a refund of the unused portion of 
the tuition fees paid by the student.  The CEO is responsible for ensuring that the RANSFORD COLLEGE satisfies 
its tuition protection requirements within 14 days of any provider default.  The CEO is then responsible for 
notifying the TPS Director within a further 7 days of the outcomes for students of the process.  



 

 

Notification of Student Default 

The CEO is responsible for notifying the Secretary of DOE and the TPS Director of student default within five (5) 
business days of the date of the default 

 



 

 

 
90. Communicating with distance students 

Policy Version Details 

Version Identifier Last Updated Author Approved By 

V2.0 December 2017 19 December 2017 Training Manager CEO 

 

Statutory and regulatory compliance 

• Standards for RTOs 2015 

- Clause 5.1 

- Clause 5.2 

- Clause 5.3 

Related Policies 

• Learner support and welfare services 

Related Documents 

• Student Handbook 

Policy 

RANSFORD COLLEGE will provide services for distance and online students which are commensurate with 
those provided to students who attend face-to-face classes.  RANSFORD COLLEGE will ensure that 
communication with distance and online students is timely and accurate and that they are provided with 
information which is relevant and accurate.  All students, including distance and online students for whom 
RANSFORD COLLEGE is providing training and assessment on behalf of a third party, are fully informed of the 
third-party arrangement. 

Procedures 

Informing trainers and assessors about the attributes of distance students 

Trainers and assessors involved in distance and online learning will be provided with professional development 
on the attributes of their students. 

Notably, distance students tend to be: 

• highly motivated and self-disciplined. 

• older 

• voluntarily seeking further education. 

Ensuring participation  

Trainers are required to pay special attention to which distance students participate and which do not. Those 
who do not interact are required to be contacted to make sure that the distance program is working properly 
for them and that they are able to participate.  

Meeting Student Needs 

Trainers must: 

• assist students to become familiar and comfortable with the delivery process.   

• become aware of the backgrounds of students and of their previous experience. 

• be sensitive to different communication styles and varied cultural backgrounds 

• be aware of students’ needs in deadlines, despite the lag time often involved in rural mail delivery. 



 

 

Students must be strongly encouraged by trainers to take an active role in the distance delivered course by 
independently taking responsibility for their learning. 

Effective distance learning 

Trainers are required to realistically assess the amount of content that can be effectively delivered in the 
timeframe of the course.  Because of the logistics involved, presenting content at a distance is usually more 
time consuming than presenting the same content in a traditional classroom. 

Trainers are strongly encouraged to develop strategies for student reinforcement, review, repetition, and 
remediation. Towards this end, one-on-one phone discussions and email communication can be especially 
effective. 

Improving Interaction and Feedback 

Using effective interaction and feedback strategies will enable trainers to identify and meet individual student 
needs while providing a forum for suggesting course improvements. 

Trainers are required to use e-mail and social media for feedback regarding course content, relevancy, pace, 
delivery problems, and instructional concerns. 

Requirements of distance students 

Trainers are made aware of the complexity of the process of student learning in distance mode.  

In a distance education setting, the process of student learning is more complex for several reasons: 

• Additional responsibilities 

Many distance-education students are older, have jobs, and families. They must coordinate the different areas 
of their lives which influence each other and their families, jobs, spare time, and studies. 

• Different learning goals 

• Heightened need for support 

In distance education, the learner is usually isolated. The motivational factors arising from the contact or 
competition with other students is absent. The student also lacks the immediate support of a teacher who is 
present and able to motivate and, if necessary, give attention to actual needs and difficulties that arise during 
study. 

• Out of context 

Distance students and their teachers often have little in common in terms of background and day-to-day 
experiences and therefore it takes longer for student-teacher rapport to develop. Without face-to-face contact 
distant students may feel ill at ease with their teacher as an “individual” and uncomfortable with their learning 
situation. 

Improving Distance Learning 

Trainers/Assessors are made aware of the fact that students and their instructors must face and overcome a 
number of challenges before learning takes place for a learner, including: 

• becoming and staying responsible for themselves 

• “owning” their strengths, desires, skills, and needs 

• maintaining and increasing self-esteem 

• relating to others 

• clarifying what is learned 

• redefining what legitimate knowledge is; and  

• dealing with content. 

High motivation is required to complete distant courses because the day-to-day contact with teachers and 
other students is typically lacking.  Trainers can help motivate distance students by providing consistent and 



 

 

timely feedback, encouraging discussion among students, being well prepared for class, and by encouraging 
and reinforcing effective student study habits. 

Distance students may be worried about their ability to do well in a course. They are balancing many 
responsibilities including employment and raising children. Often their involvement in distance education is 
unknown to those they work with and ignored by family members.  

Student performance is enhanced if students set aside time for their instructional activities and if they receive 
family support in their academic efforts.  The trainer can maintain student self-esteem by providing timely 
feedback. It is critical for trainers to respond to students’ questions, assignments, and concerns in a 
personalised and pleasant manner, using appropriate technology such as email or social media. Informative 
comments that elaborate on the individual student’s performance and suggest areas for improvement are 
especially helpful. 

 


