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1. Purpose

This Student Handbook was developed to provide students with information about the services provided by
Yakka Training. Yakka Training is committed to providing a collaborative, dynamic and open learning
atmosphere that encourages our students to thrive both professionally and personally.

Thank you for choosing Yakka Training as your training provider. We look forward to working with you to
empower and educate students to achieve their training goals whether that is to move into employment or
further education.

Yakka Training offer qualifications in:

e TLI27121 - Certificate Il in Rail Infrastructure

e TLI21921 - Certificate 1l in Track Protection

e TLI37122 - Certificate Il in Rail Infrastructure

e TLI32721 - Certificate Il in Track Protection

» TLI27221 - Certificate Il in Rail Track Vehicle Driving

e TLI32821 Certificate Ill in Rail Operations

e TLI47121 Certificate IV in Rail Infrastructure

e TLI30325 Certificate Il in Supply Chain Operations

* UET30721 Certificate Il in ESI - Rail Traction

e ACH20422 Certificate Il in Horticulture

e CPC10120 Certificate | in Construction

» CPC20220 Certificate Il in Construction Pathways

* RII20220 Certificate 1l in Surface Extraction Operations

e RII20720 Certificate Il in Civil Construction

* RII30120 Certificate Il in Surface Extraction Operations

* RII30920 Certificate Il in Civil Construction

« RII30820 Certificate Il in Civil Construction Plant Operations

» AHC21024 Certificate Il in Conservation and Ecosystem Management
» AHC31424 Certificate 11l in Conservation and Ecosystem Management

It is important to keep this handbook on hand during your training, as it will provide additional guidance as
you progress throughout your training. In this handbook, you will find information about RTO’s policies and
procedures, together with forms and documents that you may need to refer to and/or complete. If you
require any assistance with understanding these Policies and Procedures, please do not hesitate to ask
your trainer for assistance, or alternatively feel free to email us at enquiries@yakkatraining.com.au, who
can explain the process further.

Yours sincerely

Joel Thompson
Managing Director
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2. Governance & Training Quality Framework

Yakka Training has a comprehensive process for the governance of training and assessment services, and
this handbook should be read in conjunction with Yakka Training policies and procedures.

Yakka Training is committed to ensuring that it applies sufficient governance, management, and delegation
of responsibility practices in the implementation, monitoring and improvement of courses in the Australian
VET Quality Framework and endorsed by the Australian Skills Quality Authority (ASQA).

The VET Quality Framework comprises the:

¢ Revised Standards for Registered Training Organisations 2025—standards to ensure nationally
consistent, high-quality training and assessment across Australia's VET system.

e Fit and Proper Person Requirements 2011—which specify the suitability requirements of individuals
involved in the operation of a registered training organisation.

¢ Financial Viability Risk Assessment Requirements 2021—uwhich relate to training organisations' ability
to meet financial viability requirements.

e Data Provision Requirements 2020—which sets out the requirement for providers to supply ASQA with
data upon request, and to submit quality indicator data annually.

e Australian Qualifications Framework—which is the national policy for regulated qualifications in
Australian education and training.

Yakka Training ensures the following:

e The executive officers or high managerial agents have sufficient authority to always ensure compliance
with the Standards, including where services are being delivered on its behalf.

e The executive officers or high managerial agent meet the Fit and Proper Person Requirements.

¢ Yakka Training is compliant with the Financial Viability Risk Assessment Requirements.

e Students’ pre-paid fees are protected.

¢ Adequate public liability insurance is retained throughout its registration period.

e Accurate and current information on performance and governance is provided under Data Provision
Requirements 2012.

e Yakka Training ensures that where services are provided on its behalf by a third party a written
agreement is completed and retained.

e Yakka Training has sufficient resources to systematically monitor all services delivered on its behalf.

2.1 Yakka Training Quality Framework

Yakka Training Quality Framework includes a continuous improvement strategy to ensure the national VET
Quality Framework is endorsed, implemented and actioned. This Quality Framework ensures a code of
practice for Yakka Training Services.

This strategy includes the collection of relevant information such as KPI, student outcomes, student feedback,
employer feedback and trainer feedback (or data), analysing that data and then applying actions to improve
the practices of the RTO. Relevant information is collected through actively engaging with key stakeholders,
before, during and after training and assessment and reviewing student outcomes.

Continuous improvement is about applying a system of improvement in Yakka Training to improve the
outcomes of students, the industry we support and the community to whom we provide training.

Yakka Training has a range of policies, some are on the website and others can be provided on request or
will be provided should a student require further information.
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Quality Management Focus

Yakka Training is committed to providing quality services with a focus on continuous improvement. We
value feedback from students, trainers and industry representatives. Yakka Training ensure the following
quality management strategies include (but are not limited to):

e Provide policies and procedures to maintain high professional standards in the delivery of training
and assessment services to ensure the protection and welfare of the students and/or clients.

e Provide an effective learning environment that encourages the success of students.

e Ensure the capacity to deliver and assess units of competency which are on scope of registration
and provide suitable facilities, equipment and learning materials.
e Monitors and assesses the progression of students.

e Ensure the Trainer and Assessors are qualified with relevant work experience to assist the
learning needs of the students.

e Ensure assessments are conducted in an effective manner, which adheres to the endorsed
components of the relevant training package requirements.

e Ensures commitment in providing access and equity within the delivery of services.

3. Legislative and Regulatory Requirements
3.1 Training Legislation

Yakka Training complies with Vocational Education and Training legislation to meet the Commonwealth, state
or territory legislation and regulatory requirements. Yakka Training will inform staff, students and industry of
the legislative and regulatory requirements that affect the duties or participation in vocational education and
training.

Legislation

The main legislation covering vocational education is called the National Vocational Education and Training
Regulator Act 2011 created by the Australian Government.

ASQA's regulation of Australia's vocational education and training sector is supported by a framework of
legislation and standards. This framework includes the establishing legislation below, as well as:

e The VET Quality Framework.
e The Standards for VET Accredited Courses.

ASQA was established on 1 July 2011 through the enactment of the:

¢ National Vocational Education and Training Regulator Act 2011.

3.2 National Legislation & Industry Regulation
RTOs must comply with all relevant legislation and regulations. For example:

Work health and safety.
Antidiscrimination.
Copyright.

Privacy.

Consumer Law.
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Yakka Training policy covers a range of legislation. On request, Yakka Training will provide a copy of the
policy and related legislation for student information.

Regulatory requirements

Yakka Training will always comply with legislative or regulatory requirements relevant to their operations and
provide accurate and information to prospective students about the training products most appropriate to their
needs. The detail of this is outlined in the Training Quality Framework.

Where Yakka Training offers a training product that is an entry requirement for a regulated occupation, Yakka
Training will inform prospective student upfront about whether completing its course will enable them to work
in these regulated roles.

Where licensing requirements differ from the endorsed specifications of the training product, Yakka Training
will ensure that they meet all aspects of the training package or accredited course requirements. Licensing
requirements may be additional to the training package or accredited course requirements.

3.3 Privacy Act

Yakka Training takes the privacy of students very seriously and complies with all legislative requirements.
These include the Privacy Act 1988 and Australian Privacy Principles (2014). Student information is only
shared with external agencies such as registering authorities to meet compliance requirements as a
Registered Training Organisation (RTO). All information shared is kept in the strictest confidence by both
parties and is available on request.

Yakka Training collects and stores student s’ personal details for training purposes only. This information is
utilised to record progress. Where State or Commonwealth funding supports training, we are obliged to
submit personal and progress details for research, statistical analysis, program evaluation, post completion
survey and internal management purposes. If we are required to disclose information about any of our
student s to a third party, we will acquire written consent from the student first (ie editorial; photos for
advertising purposes, etc).

Requirements when collecting personal information

Yakka Training will take such steps as are reasonable to ensure that, before any information is collected or
as soon as practicable after collection, the individual to whom the information relates is made aware of the
following:

a) The fact that the information is being collected.
b) The purposes for which the information is being collected.
c) The intended recipients of the information.

d) Whether the supply of the information by the individual is required by law or is voluntary, and any
consequences for the individual if the information (or any part of it) is not provided.

e) The existence of any right of access to, and correction of, the information.

f) The name and address of the agency that is collecting the information and the agency that is to hold
the information.
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3.4 Other Related Legislation
e Competition and Consumer Act 2010 (in relation to course fees)
¢ Work Health and Safety Act 2011
¢ Disability Discrimination Act 1992
e Industrial Relations Act 1988
e Equal Opportunity
e Sex Discrimination Act 1984

4. Registered Training Organisation (RTO) Standards

Yakka Training adheres to the National RTO standards which set the minimum requirements in relation to
training and assessment, students and students, and RTO governance and administration. These standards
assure nationally consistent, high-quality training and assessment services for the student s of Australia's
VET system.

ASQA uses the Standards to ensure nationally consistent, high-quality training and assessment across
Australia's VET system. Compliance with the Standards is a requirement for:

o All ASQA registered training organisations.
o Applicants seeking registration.
e The Standards protect the interests of all students in Australia's VET system.

Understanding the Standards

ASQA developed information and guidance on the standards for RTOs and other stakeholders in the sector:
Practice Guide to the Standards for Registered Training Organisations (RTOs) 2025— comprehensive guides
to assist RTOs to understand their obligations under the revised Standards for RTOs 2025.

4.1 Australian Qualification Framework (AQF)

Yakka Training meets the Australian Qualifications Framework (AQF) for qualifications in the Australian
education and training system. It provides a framework of ‘AQF levels’, which contain one or more
qualification type. For example, AQF level 1 contains only the Certificate | qualification type, while AQF level
8 contains both the Graduate Certificate and Graduate Diploma qualification types.

The following AQF qualification types are recognised in the VET sector:

Certificate |
Certificate Il
Certificate 1l
Certificate IV
Diploma

Advanced Diploma
Graduate Certificate
Graduate Diploma.

Note: A ‘Course in’ does not have an assigned AQF level. See Table 8 below.
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The AQF describes what a graduate is expected to know, understand and be able to do as a result of
completing their qualification. This is expressed in terms of the knowledge, skills, and the application of
knowledge and skills required by a graduate, underpinned by the volume of learning required for the AQF
level. It is important the accredited course aligns to the nominated AQF level. To do this an RTO needs to
compare the complexity and depth of knowledge, skills, application of knowledge and skills and volume of
learning to be covered in your course with the criteria outlined in each AQF level and qualification type
descriptor. Details of the requirements for each level can be found on the AQF website.

4.2 Australian Qualification Framework (AQF) Volume of Learning

Yakka Training describes the volume of learning for the training packaging rules in all Qualification Training
and Assessment Strategies.

Yakka Training applies the appropriate AQF volume of learning to programs they deliver and should develop
and implement strategies for training and assessment consistent with the AQF. The volume of learning
indicates the nominal hour duration of all the activities needed to achieve the learning outcomes for a
particular qualification type. It includes all teaching and learning activities such as guided learning (classes,
lectures, tutorials, online or self-paced study), individual study, research, learning activities in the workplace,
and assessment activities.

4.3 Certification and Issuance of Qualifications

Students are issued with a VET Statement of Attainment or VET Qualification once competency has been
achieved, as outlined within the Training Package. The testamur or graduation statement for all AQF
qualifications issued will identify the qualification as an AQF qualification with the words “The qualification is
recognised within the Australian Qualifications Framework”.

The test amur will contain sufficient information to identify correctly the:

Issuing organisation

Graduate who is entitled to receive the AQF qualification

Awarded AQF qualification by its full title

Date of issue/award/conferral

Person(s) in the organisation authorised to issue the documentation and

Authenticity of the document, in a form to reduce fraud, will be utilised in the form of a watermark of
the logo or unique stamp or seal

All Certificates and Statements of Attainment identifies Yakka Training by its national provider number from
the National Register and includes the Nationally Recognised Training (NRT) logo, in accordance with the
current conditions of use as set by the Australian Quality Framework requirements (Policy 2.1, AQF
Qualifications Issuance Policy).

Yakka Training will issue Certificates and Statements of Attainment within 30 days of course completion and
successful completion of all assessment requirements. Third Party providers must not provide certificates.

If a student completes only one or more units but not a complete qualification, a Statement of Attainment
will be issued.

Before certification is issued, the administration team verifies competency has been properly assessed and
all fees are paid.
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The student’s certificate will be emailed to their nominated email address. It will be retained on Yakka
Training’s student management system. Completion of qualifications or units of competency are reported to
AVETMISS and Unique Student Identifier portal.

5. Training Skill Funding in NSW and QLD
Yakka Training are an approved training skill provider for:
e NSW Smart and Skilled Funding.
e QLD Skills Assure Funding.

The purpose of National Skills Funding in Australia is to support the development of a highly skilled workforce
by providing financial assistance for vocational education and training (VET). Specifically, it aims to:

1. Increase access to training — Help individuals, including those from disadvantaged or regional areas,
to afford and access quality training.

2. Address skill shortages — Target industries and occupations where there is high demand for skilled
workers.

3. Support workforce development — Assist businesses and industries to train employees and meet
changing skill needs.

Promote lifelong learning — Encourage individuals to upskill or reskill throughout their careers.

Align training with economic priorities — Ensure training programs support national and regional
economic growth.

6. Ensure quality and relevance — Fund accredited training that meets industry standards.

Essentially, it's about making training more affordable and targeted to meet both individual career goals and
the needs of the economy.

5.1 NSW Smart and Skilled Funding

Yakka Training are an approved provider for the NSW Smart and Skilled program. The NSW Smart and
Skilled program is a government initiative designed to provide eligible NSW individuals with access to
subsidised vocational education and training (VET). Its primary purpose is to equip people with the skills
needed to secure employment and advance their careers in high-demand industries.

Key Features of Smart and Skilled

e Subsidised Training: Eligible students receive government subsidies for training up to and including
Certificate Il qualifications. For higher-level courses (Certificate IV and above), funding is available
in targeted priority areas.

e Wide Range of Courses: The program offers a variety of courses, including apprenticeships,
traineeships, and part qualifications, across diverse industries.

o Fee Structure: Students typically pay a portion of the course fees, ranging from 10% to 45%, with
the remainder covered by the NSW Government. The exact fee depends on the qualification and the
student's circumstances.

o Eligibility Criteria: To qualify, individuals must be aged 15 or older, live or work in NSW, have left
secondary education, and be an Australian citizen, permanent resident, humanitarian visa holder, or
New Zealand citizen.
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e Support for Disadvantaged Groups: The program offers additional support for Aboriginal and Torres
Strait Islander peoples, students with disabilities, and other disadvantaged groups, including fee
exemptions in certain cases.

Overall, Smart and Skilled aims to enhance workforce skills, reduce unemployment, and address skill
shortages in key sectors by making quality training more accessible and affordable.

5.1.1 Eligibility Requirements for NSW Smart and Skilled

Under Skills NSW, a person may be eligible to study a fee-free course if they are:
e 15 years old or over
e no longer at school
e living or working in NSW
e an Australian citizen, permanent resident, humanitarian visa holder or New Zealand citizen.

o Applicants are requested to check eligibility requirements through the following NSW link: link here

5.1.2 Qualifications Available
The qualification available approved for this funding is:

e TLI27121 Certificate Il in Rail Infrastructure — general

e TLI21921 Certificate Il in Track Protection — general

e TLI37122 Certificate Ill in Rail Infrastructure — general and traineeships

e RII30920 Certificate Il in Civil Construction — general, traineeships and apprenticeships
e TLI32721 Certificate Il in Track Protection — general

Qualifications and introductory skill sets delivered through a general training pathway are available for direct
enrolment and do not require the student to enter into a training contract (apprenticeship/traineeship) with an
employer.

5.1.3 Fees and charges

Students are not required to contribute to the cost of their training for Smart and Skilled, except where there
might be extra course fees which will be provided before enrolment.

5.1.4 More information

+ Smart and Skilled funding has funding caps, skill and location requirements. The funding may not
always be provided, and it is important to check with Yakka Staff about availability.

* Individuals are unable to complete multiple lower-level vocational qualifications under Career Start.

* By participating in Smart and Skilled, students can expect to build the skills and confidence needed
to complete a qualification and take meaningful steps toward their career goals.

« After completing training, Yakka Training should support a student’s transition into the workforce,
further education or training, or more skilled job roles. This support may include career advice and
facilitating connections with potential employers.
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» As part of receiving a subsidised training place, students may be asked to complete a dept survey.
This helps ensure students have an effective and supportive training experience and will also
improve outcomes for other NSW students.

For current vacancies and locations contact us at enquiries@yakkatraining.com.au.

Smart and Skilled

NSW

GOVERNMENT

5.2 QLD Skill Assure Funding

Yakka Training have been approved to deliver Career Start training. Career Start is designed to give eligible
Queenslanders the skills, knowledge, and support needed to achieve positive outcomes. This is to be read
in conjunction with the course flyer and SAS Career Start Brochure.

Career Start will provide eligible Queenslanders with:

e Access to low-cost certificate 11l qualifications in priority and emerging industries.

e Access to free and low-fee apprenticeship and traineeship training in priority and emerging
industries.

¢ Expanded access to foundation skills such as language, literacy, numeracy and employability skills.

¢ Increased access to training in regional and remote areas.

5.2.1 Eligibility Requirements for QLD Skills Assure
To access a subsidised training place under Career Start, an applicant must meet the following criteria.

e Aged 15 years or older.

¢ Not being a school student.

e Permanently reside in Queensland.

e Be an Australian citizen, or Australian permanent resident (includes humanitarian entrant), or a
temporary resident with the right visa and work permits on the pathway to permanent residency, or a
New Zealand citizen.

¢ Not already have a certificate Il or higher qualification completed within the last 10 years
(qualifications completed as a school student and foundation skills qualifications do not count).

e Not be enrolled in another qualification, even if it is on hold or deferred, whether funded by DTET or
not (foundation skills qualifications do not count).

e Applicants are requested to check eligibility requirements through the following QLD link: link here
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5.2.2 Qualifications available

The qualification available approved for this funding is:

e TLI27121 Certificate Il in Rail Infrastructure
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Qualifications and introductory skill sets delivered through a general training pathway are available for direct
enrolment and do not require the student to enter into a training contract (apprenticeship/traineeship) with an

employer.

5.2.3 Fees and charges

Students are required to contribute to the cost of their training, this is called a co-contribution fee. This
includes concessional and non-concessional Students enrolling into vocational qualifications up to a level lll

or an accredited skill set.

The only exceptions to the fee condition are:

Quialification

Concession Fee

Non Concession Fee

TLI27121 Certificate 1l in Rail Infrastructure

$10

$50

5.2.4 More information

* Individuals are unable to complete multiple lower-level vocational qualifications under Career Start.

* By participating in Career Start, students can expect to build the skills and confidence needed to
complete a qualification and take meaningful steps toward their career goals.

+ After completing training, the SAS should support a student’s transition into the workforce, further
education or training, or more skilled job roles. This support may include career advice and
facilitating connections with potential employers.

* As part of receiving a subsidised training place, students may be asked to complete a DTET survey.
This helps ensure students have an effective and supportive training experience and will also
improve outcomes for other Queensland students.

For current vacancies and locations contact us at enquiries@yakkatraining.com.au.

Skills

Proud to be a Queensland Government

subsidised training provider
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6. Responsibility
6.1 RTO Responsibility

Yakka Training complies with the VET Quality Framework and that any person or entity which exercises a
degree of control or influence over the management or direction of the registered training organisation meet
the Fit and Proper Person Requirements 2011. Yakka Training is responsible for:

¢ Providing information for the student and/or employer about Yakka Training services.

¢ Providing a safe training and assessment environment.

e Providing quality driven, competency-based training and assessment.

¢ Providing the Student with current and validated training and assessment resources.

¢ Informing the Student and/or employer of any changes to the training and assessment plan.

e Not issuing a certificate or statement of attainment to a student and/or employer without first
receiving and validating the Unique Student Identifier.

e Ensuring other certificates and statement of attainment are authenticated before granting a Credit
Transfer.

e Offering the Student an RPL assessment process prior to enrolment or at course commencement
whichever comes first.

¢ Delivering training and assessment that is relevant to the student, workplace and industry.

6.2 Changes to Services

Yakka Training will comply standard 8 at all by providing requested information to ASQA when changes to
services occur. Where services change, Yakka Training will notify the federal or state body regarding
contractual obligations and the changes that have occurred. Yakka Training are required to meet the national
training standards. Should Yakka Training be in a position where they cannot deliver a service due to their
registration status changing, Yakka Training will:

e Advise the regulatory body.

e Advise the funding body, if appropriate.

e Provide support to students to look for alternative options.

e Provide a refund as per the refund policy, if appropriate.

6.3 Work Health and Safety (WHS)

Yakka Training is committed to providing and maintaining a safe and healthy environment for the benefit of
all student s, visitors and employees. Yakka Training monitors and maintains the appropriate Workplace
Health and Safety levels and obligations under the Federal and State rules and regulations of the NSW Work
Health and Safety Act 2011.

Yakka Training is committed to providing you a safe environment in which to participate in training and
assessment. Students, visitors and volunteers have a responsibility to work safely and report hazards, risks
or incidents as soon as they are aware of them. Yakka Staff will assess every training facility to ensure it is
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safe for students. If students have any concerns or notice a condition or practice that seems unsafe, it is
important that it is brought to the attention of Yakka Training management this generally occurs through the
Trainer.

Related policy: WHS Policy

WHS Incident Report

All staff and students are required to be safety aware and report all incidents, including an identified hazard
or an injury that has occurred on Yakka Training premises or whilst on work placement. These should be
either reported to your trainer or to the administration office at the RTO.

The following procedure should be followed when reporting an incident after the event and when the
area/person has been declared safe:

1. Obtain a copy of the WHS Incident form from Yakka Staff or employer.

Complete the form.

Submit completed copy to Yakka Staff or employer.

Yakka Staff or supervisor will identify and implement any controls and forward to the WHS Officer.

a bk~ D

WHS Coordinator to incident form “Action Required/Taken”, including:
a. How the risk was managed
b. Whether WorkCover and/or the insurance company was contacted
6. WHS Coordinator to identify whether a required WHS Risk Assessment is required.
7. WHS Officer to log the “WHS Incident Report” into the “WHS Register” and file.
8. Allincidences to be discussed at the Management Meeting.

6.5 Code of Conduct

Yakka Training aim to provide high quality education and training services in which all students are
encouraged to strive for excellence and fulfil their potential. Unacceptable behaviour may hinder the
academic progress or work performance of others. Both students and staff are expected to conduct
themselves in a responsible and professional manner, so all are safe in our learning environments. The
purpose of the Code of Conduct is to clearly define student and staff rights and responsibilities that relate to
appropriate behaviour. Where behaviour is identified as not meeting the code of conduct, Yakka Staff will
raise the issue with management and approach the individual to discuss the code of conduct policy.

Related policy: Code of Conduct.

6.6 Trainer Responsibility

Trainers are expected to be qualified, current, compliant, supportive, and professional, delivering training and
assessment that meets industry standards and regulatory requirements.

Key Trainer Responsibility under 2025 RTO Standards

Trainers must:
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Meet compliance with legislation and RTO policies.

Apply the RTO’s policies and procedures (e.g. Student support, complaints and appeals, assessment
validation).

Follow WHS, anti-discrimination, and privacy legislation in training/assessment.

Hold the current Training and Assessment credential (e.g. TAE40122 Certificate IV in Training and
Assessment, or its successor).

Hold the vocational competencies at least to the level being delivered/assessed.

Hold the relevant industry currency and professional development evidence.

Deliver quality training.

Ensure training aligns with the requirements of the Training Package or accredited course.

Use strategies that meet the needs of different learners.

Provide learners with the support, resources, and feedback necessary to succeed.

Provide student support and equity.

Identify and respond to learner needs, including LLN (language, literacy and numeracy) support.
Provide equal opportunity and inclusive learning environments.

Conduct valid assessment.

Assessments must follow the Principles of Assessment (fairness, flexibility, validity, reliability).
Assessment tools must meet the Rules of Evidence (valid, sufficient, authentic, current).
Trainers must maintain accurate and sufficient assessment records.

Maintain professional development.

Participate in ongoing industry engagement to remain current with workplace practices.
Complete professional development in vocational training, learning, and assessment practices.

6.7 Student Responsibility

All students are provided with information about the course structure, the training method and the assessment
tasks and evidence required to demonstrate that the student is competent.

Yakka Training requests students to:

Contribute to learning in a harmonious and positive manner irrespective of gender, race, sexual
preference, political affiliation, marital status, disability or religious belief.

Follow the rules and regulations of Yakka Training. If in doubt discuss this with Yakka Staff.

Be punctual with training courses and back from breaks.

Ensure all phones are turned off, unless in times of an emergency. This is so students and staff are
not interrupted.

Attempt to make an honest effort and approach Yakka Staff when needing support.

Be responsible for their own learning and actively undertake training and assessment activities.
Monitor their own progress by ensuring that assessment deadlines are observed.

Respect other students and Yakka Training staff members and their right to privacy and
confidentiality.

Do not attend training while adversely affected by drugs and alcohol. This is for the safety of the
students, staff and other students.

Refraining from cheating, collusion or plagiarism is not acceptable behavior and will not be tolerated.
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e Advise Yakka staff of non-attendance.

e Advise Yakka staff of barriers to learning to prevent disengagement, non-attendance and
withdrawal.

e Ask Yakka Staff for support or any questions about support, training, assessment or equipment.

The student is obliged to look complete and retain documents such as:

e Access or request information about any services by Yakka Training.

¢ Completing the enrolment form on the day the course starts.

e Provide Yakka Training with their Unique Student Identifier

¢ Signing an applicable Training Plan and returning in a timely manner.

¢ Retaining a copy of the Training Plan where relevant.

e If required, apply for credit transfer and provide original copies of certificates to verify this.
o If required, apply for RPL and follow the RPL process as documented in this handbook.

¢ Inform Yakka Training of any changes including contact details.

e Pay administrative costs, course fees or charges if applicable before receiving a certificate.

6.7.1 Student Behavior Responsibility
Yakka Training believes all students are ultimately responsible for their own behaviour. We expect you to:

e Act responsibly and safely, with respect towards all other people and property.

e Always adhere to workplace health and safety requirements in relation to yourself and others.

e Always adhere to the workshop expectations whilst attending workshops or any other Yakka
Training organised event or training.

¢ Manage time effectively and organise your workload both at work/school, at training and in the
completion of any assessments, workbooks and Skill Development Records. However, if the
student is struggling with time management or workload, please approach Yakka staff for support.

Where student behaviour affects their course progress or other students course progress, a meeting will be
held to discuss this behaviour and an action to address the situation. Should the behaviour continue, there
may be a discussion about withdrawing from the course.

Related policy: Student Progress Policy, Code of Conduct Policy

6.8 Employer responsibility

If an employer has been approached to provide training, supervise or sign an assessment, it is envisaged the
employer will complete the following tasks. Employers can approach Yakka staff to discuss these tasks.

Employer tasks are:

e If applicable, sign a Training Plan with the Student and return it to Yakka Training.
¢ Retaining a copy of the Training Plan for record keeping where relevant.

e Providing a safe environment where training and assessment is conducted.

e Assisting Yakka Training to perform training and assessment where required.

e Informing Yakka Training of any changes to the training and assessment strategy.
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e Informing Yakka Training if the student leaves their place of employment.
¢ Providing a real-worksite location where the student can develop skills and knowledge.

7. Student Rights

Yakka Training guarantees once a student commences a course, training / assessment will be provided to
allow the student to complete the course. Yakka Training is committed to ensuring the student receives
training, assessment and support services that meet your individual needs and help the student progress to
complete the qualification, as a pathway to employment or further study.

The student has the right to:

¢ Request support at any time during the training and assessment process.

e |f appropriate, request the Recognition of Prior Learning (RPL) assessment option.

o If appropriate, request a credit transfer.

e Make a complaint using Yakka Training Complaint process.

e Make an appeal against an assessment decision using Yakka Training Appeals process.

¢ Request Language, Literacy and Numeracy (LLN) assistance.

e Cancel enrolment and the course at any time.

e Request a certificate, record of results and/or statement of attainment on completion of assessment,
unless there are tuition fees outstanding.

7.1 Access and Equity

Yakka Training is committed to access and equity in training services. This is to ensure all students have fair
and equal opportunities to participate and succeed in training by removing barriers, supporting diverse needs,
and creating an inclusive, non-discriminatory learning environment.

Yakka Training is committed to providing access and equity in all aspects of training and not discriminate
unlawfully against any individual in the process of skill development opportunities. Trainers and
Assessors and staff understand that some students have different needs, which can be

accommodated by offering a different study option to cater for their needs and extenuating
circumstances.

Yakka Training’s Access and Equity principles include:

e Equity for all people through fair and appropriate allocation of resources
e Promote access to training for all individuals regardless of gender, socio economic

background, disability, ethnic origin, sexual orientation, age or race.
e Ensure training services are delivered in a non-discriminatory, open and respectful manner.
e Actively encourage the participation of students from traditionally disadvantaged groups

Yakka Training strive to ensure that everyone has access and equity opportunities to successfully gain
skills, knowledge and experience through education and training. Yakka Training will maintain a policy of
non- discrimination in accordance with the Anti-Discrimination Act 1991 (Queensland).

Yakka Training is committed to providing a work and study environment free from harassment, vilification and
bullying. Yakka Training support the rights of all employees, contractors and students to work and study in
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a safe and healthy environment free from such behaviour. If you feel you have been discriminated against
or harassed, you should report this information to Yakka Staff

Related policy: Access and Equity Policy, Harassment Policy, Sexual Harassment Policy

7.2 Access to Records

All student records, such as personal details and records of participation and progress (this includes data
collected on the Enrolment Form and assessment results that are collected), are kept within a secure area
(both electronic and hard files). An electronic record of each Student’s enrolment and participation is kept on
the Student Management System for a period of 30 years; this record is password protected and is only
accessible by employees of the RTO.

All students have the right to access their record of participation and progress within a timely manner, in order
for a student to access their records they are required to forward a request in writing to the RTO. If the student
wishes to provide a third party with access to their records, they should state this in their formal request in
writing. The student must email it to enquiries@yakkatraining.com.au. The Managing Director will verify
the student’s identity through either presentation of appropriate identification or answering a series of
specific security questions. The Managing Director will provide the student access to training records within
48 hours of the request.

Related Policy — Record Management Policy

8. Complaint and Appeals

Yakka Training is committed to providing a fair complaints and appeals process that includes access to an
independent external body if necessary. There are two types of complaints, informal and formal. An informal
complaint is raised by an individual verbally by text or email to a Yakka staff member and will be discussed
in a timely manner through communication about the issue.

Yakka Training is dedicated to minimising complaints by delivering high-quality, responsive training and
assessment, while maintaining open and transparent communication with staff at all times. Yakka Training
acknowledge and respect that sometimes communication can breakdown and a student may want to
formalise a complaint about their situation in order to gain their desired outcome.

8.1 Complaints

A student can make an informal or formal complaint at any time by approaching a staff member or accessing
Yakka Training website and following the Complaint policy. For further information about how to lodge a
formal complaint access the following information on the website:

e Complaints Policy

e Appeal Policy

e Complaints Procedure
Related Policy: Complaint Policy

8.2 Appeal

Definition: a request to appeal a result decision for an assessment by a Trainer/Assessor, as the student

believes that the result given was unfair or unjustified.
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This policy and procedure are relevant to all Appeals arising in the following areas:

e Students disagree with the result given by their Assessor.
e Students wish to have their result reviewed by another Assessor.
e Students wish to be reassessed for the same unit.

e Students wish to change the unit.

e Students believe that they were discriminated against by the Assessor.
¢ An appeal will be submitted to RTO management for a review and outcome.

Related Policy: Appeal Policy

9. Marketing and Information Integrity
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In marketing materials, Yakka Training provides current and accurate information to students prior to
enrolment. The students will be supported through the processes where required. Yakka Training will inform

students of any changes to agreed services.

Yakka Training provide the following:

Provides marketing courses in an ethical manner.

Accurately represents registered training courses to applicants.

Ensures applicants are provided with full details on the course.
Advertises AQF statements of attainment within the scope of registration.
No false or misleading information is given to applicants.

The Yakka Training ensures that all information disseminated by the Yakka Training or on its behalf via a
third party through marketing is accurate and adheres to the following guidelines:

Marketing Material will include the following

Marketing material will not

RTO Code

Code and full title of the qualification
Current qualifications on TGA
Location

Entry requirements

Amount of training

Mode of delivery

Third party arrangements, if relevant
Fee information

Pathways

Distinguish accredited training to non-accredited
training

Guarantee the student will successfully complete
the training

Guarantee the student employment

Guarantee the course can be completed in a way
that is not consistent with the training and
assessment strategies and practices

Related Policy — Marketing Policy
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10. Pre-Enrolment Information

Prior to enrolment, Yakka Training provides relevant information that informs applicants about the training,
assessment and support services that will be provided, including their rights and responsibilities as a student,
so as the student they can make an informed decision prior to course commencement.

The following documentation is provided to applicants prior to course commencement:

Course Flyer
Enrolment Form
Student Handbook
Website

Information Session
Refund Policy

Student Support Policy

10.1 Pre-enrolment Procedure

¢ Visit the Yakka Training website and access the selected course flyer. Read the flyer.
Read Yakka Training policies on the website, particularly the Student Handbook (this document).
Register an interest on the website or contact Yakka Training through contact details on front page.
If applying for funding, read section 5 Training Skill Funding in NSW and QLD and check eligibility.
Please note prior higher-level qualifications may restrict access to the state skill funding.
Complete a language, literacy, digital literacy and numeracy test.
Provide identification and ensure you reside in the state being funded.
Record a Unique Student Identifier (see section 10.2).
Request a Career Start Brochure.
Answer questions about why you want to enter the industry related to the qualification.
If applicable, apply for recognition of prior learning or credit transfer.

Once this is completed, Administration will provide the enrolment link to be completed.

10.2 National Unique Student Identifier (USI)

The Australian Government introduced the Unique Student Identifier (USI) scheme in January 2015. If you
are a new or continuing student undertaking nationally recognised training, you need a USI to receive your
qualification or Statement of Attainment. If you don’t have a USI, you may not receive your qualification or
Statement of Attainment. Yakka Training requires you to provide a USI or give permission to create you a
USI on enrolment, prior to the commencement of training.

For more information, visit www.usi.gov.au.

10.3 Recognition of Prior Learning (RPL)

Recognition of Prior Learning is granted through identifying and assessing previous and current informal
education and training, work experience and/or life experience and knowledge. Previous learning and the
evidence supplied is measured against pre-determined performance standards contained within the Units of
Competency.
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To prepare for recognition of prior learning the student should indicate their decision to apply for recognition
as soon as possible after the induction and orientation program. Following is the process for preparing for
recognition of prior learning:

In consultation with the trainer/Trainer the student should:

= Decide which units are to be recognised

= Provide an Evidence Portfolio in line with agreed evidence plan
= Undertake peer assessment or third-party evidence

= Be prepared to 'show, tell and apply' skills and knowledge

Evidence for recognition of prior learning may include any of the following:

Written questions

Performance, demonstration, or skills test/assessment

Workplace or other pertinent observation

Oral presentation

Portfolio, logbook, task book, projects or assignments

Interview and questions

Simulations, video, photographic (endorsed) evidence

Competency conversations (focusing on key points to look for in responses)

Students be assessed against the performance criteria and critical aspects of evidence for each unit of
competency within the Training Package.

Related policy: RPL Palicy

10.4 Credit Transfer

Credit transfer is the recognition of learning achieved through formal education and training. Under the
revised Standards for Registered Training Organisations 2025, AQF Qualifications and Statements of
Attainment issued by any RTO are to be accepted and recognised by all other RTOs. Credit transfer allows
a student to be awarded a unit of competency/module based on successful completion of the unit which has
been previously awarded. Please speak to Yakka Staff if you wish to apply credit transfer towards your course.

Related policy: Credit Transfer Policy

10.5 Language, Literacy and Numeracy (LLN)

As per the Standards for Registered Training Organisations 2025, RTOs are required to determine “the
support needs of individual student s and provides access to the educational and support services necessary
for the individual student to meet the requirements of the training product”. As such, Yakka Training will
request that all students complete a Language, Literacy and Numeracy (LLN) test upon enrolment.

Government funded students may also be required to complete an additional LLN test to meet funding body
requirements. LLN support is available to provide students with advice and support services in the provision
of language, literacy and numeracy assessment services. Student’s needing assistance with their learning
should be identified upon enrolment. Trainers and staff within Yakka Training can provide students with
support to assist the student throughout the learning process.

All students undertaking funded training are required to undertake an LLN Assessment, unless the student
currently holds a Certificate Il qualification or above.
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10.6 Pathways into the qualification

There are no entry requirements to enrol into Certificate 1l and some Certificate Il qualifications. Some
Certificate Il qualifications might require completion of Certificate Il like Rail Infrastructure. On enrolment
staff can provide this information. There are, however, entry requirements for state government funding
with applicants expected to successfully pass the language, literacy and numeracy entry test by achieving a
language exit level and numeracy level on the approved national language and literacy questionnaire.

10.7 Pathways from the qualification

On completion of a qualification, the student will receive the qualification and a transcript with the completed
units of competency within 30 days of successfully completing the last assessment aligned to the last unit of
competency in the qualification. Should a student not complete the qualification, then they will receive a
record of results with the completed units of competency and not the qualification.

Students are encouraged to commit to lifelong learning through continuing professional development and
other learning to maintain currency for employment in constructions, civil or rail and other operations.

10.1 Pre-enrolment assessment

Anyone applying for QLD Skills Assure funding must meet certain criteria within 30 days prior to enrolment.
The eligibility requirements are listed in 5.2 in this guide. The pre-enrolment assessment will check:

Identification.

Residence is in QLD.

Current unique student identifier.

Previous qualifications, if a person has completed a Certificate 1l or higher, they may not be eligible.
Suitability for the industry and qualification in which the student is applying.

Language, literacy, numeracy and digital literacy meets the entry level requirements of the
gualification being entered.

11. Course Fees and Refunds

This section discusses course fees and payment requirements. Course fees in the VET sector (RTOSs)
generally refer to the total charges a student or their employer/funding body pays for training and assessment
services.

11.1 Course Fees and Refund Information
o Please refer to the course flyer for information on course fees or contact administration, including any
required deposit; administration fees; materials fees and any other charges (if applicable).
Alternatively contact Yakka Administration for course fee information.
o Certificates and Statements of Attainment are issued to students who are assessed as competent in
the units completed and where fees have been paid in full.
e Students who have paid a co-contribution through QLD Skills Assure, will receive a refund.

On receipt of the student paying the deposit and other payments, Yakka Training will:

¢ Provide a receipt of payment to the student paying for course.
e Update student payment details on their file.
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Refunds may be made in the following circumstances:

e Students enrolled in training that has been cancelled by the RTO.

e Students advise Yakka Training prior to course commencement that they are withdrawing from the
course.

e |f the student withdraws from a course or program due to illness or extreme hardship as determined
by the RTO.

¢ Norefunds will be issued once the course has commenced, however should Yakka Training be unable
to provide services or there is a grievance with the service a refund will be considered.

e |f astudentis deemed not yet competent on completion of training, they will be offered an opportunity
to be reassessed. |If a student is deemed not yet competent a second time, they will be given another
opportunity for reassessment.

e If a student is required to be reassessed a third time, they will be provided with further guidance from
their trainer prior to reassessment.

e In most cases there will be no reassessment fee.

¢ If astudent is deemed competent in some but not all the units of competencies required, a Statement
of Attainment will be issued, if there are no outstanding fees.

Related Policy — Course Fee Policy, Refund Policy

11.2 Course fee protection

Yakka Training is committed to the regulation to protect the tuition fees of students and in doing so, commit
to the ASQA protection of fees standards (RTO standard 2.1; 4.4). Yakka Training does not collect more than
$1500 in advance.

Should Yakka Training not be able to deliver training services, as per the enrolment agreement and expected
transaction for the tuition fees, Yakka Training will immediately:

Advise the student about the situation, impact, and consequence.

Offer to put them in a program equivalent to the amount of fees.

Refund the program fees, if no fees are outstanding.

Notify ASQA of the situation, impact, and consequence.

Provide ASQA with the documentation of the list of students affected.

Actively participate in efficiently and with minimal disruption relocate students to another provider.

Related Policy: Course Fee Policy, Refund Policy

11.3 Course Cancellation

We recommend a student discuss their desire to cancel any training with the Trainer or Yakka staff.

A certificate or statement of attainment will be issued on cancellation if:
¢ You have been assessed as competent in part of, or all of the agreed training and assessment.
e Your training and assessment fee is paid.

e If applicable, your administration fee, resource fees and/or bond is paid.
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e If your unique student identification has been received.

Where students have paid for the course but cancelled before the course starts, Yakka Training will rebook
the training and where this is not possible then Yakka Training will offer a refund.

Related Policy: Refund Policy

11.4 Requests for reprints

If you have previously been issued a certificate or statement of attainment and require a copy to be re-issued,
the administration fee is $20 plus GST.

You can make a re-issue request by emailing enquiries@yakkatraining.com.au

11.5 Cooling Off Period

A 14 day cooling off period applies for all enrolments. However, this cooling off period is deemed to
be waived if the student commences training and/or submits assessments during that period. By this
action they are deemed to have entered fully into a contract with Yakka Training. After this event, there
is no refund, except in exceptional circumstances and at the discretion of the Managing Director.

12. Enrolment

At pre - enrolment, applicants are provided with step-by-step instructions on how to access RTO policies. All
information about qualifications and learning is available for potential students and current students to access
by contacting Yakka staff. If required, a pre-enrolment discussion with Yakka staff can occur. In the selection
of students, RTO staff may with the consent from the applicant, talk to Yakka Training to ascertain the
experience, skills and abilities of each applicant to determine whether the applicant has the entry
requirements and will be successful at completing the qualification. This discussion may cover the right
selection of units to meet the job outcome requirements.

Yakka Training adheres to the principles of access and equity for all applicants. Applicants are advised of
entry and exit points of the qualification.

Related Policy — Enrolment Policy

12.1 Enrolment

e Courses are open to all adults 18 years and over, subject to individual courses and licensing
requirements, or upon parental/guardian permission for students under 16 years of age.

e The student is responsible for notifying Yakka Training if they have a medical condition or disability or
require assistance in their training.

e Course fees will be discussed during this process, as per the policy.

e |tis the student’s responsibility to note the date, time and location of the course as advertised.

e Requests from the students to transfer or credit their course placement due to changed personal
circumstances will be considered and every effort will be made to ensure placement on an alternative
course.

e If you are unable to complete your course, due to changed personal circumstances, Yakka Training will
make every effort to ensure you are placed on an alternative pre-scheduled course.
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e Students can only join after the course commencement date if they meet all prerequisites. Full course
fees are still payable for late enrolments.

e Courses with low enrolments may be cancelled, every effort will be made to contact students, please
ensure your contact details are correct.

13. Student Support

Yakka Training ensures students’ needs are established through a range of sources such as enrolment form,
discussion with student, referrals from networks, family representatives and advocates. Yakka Training has
a Student Support Strategy that outlines how a student with individual needs may be supported. The aim of
the strategy is to identify barriers, challenges and issues as early as possible to maintain the wellbeing of the
student, reduce stress and ensure the student works towards completing the qualification. The strategy also
identifies a student who is at risk of disengaging with an aim to prevent them from losing interest and
withdrawing.

Information about student needs and typical student data can come from:

e Enrolment Agreement Form. Each student is required to complete an Enrolment Agreement Form
prior to course commencement. The needs of the student will be identified in this form through the
declaration of prior skills and knowledge as well as any disabilities they may have.

e LLN Assessment Quiz. Written specifically to capture data that will identify how the student
processes information, thereby providing Yakka Training with a basic understanding of the student’s
abilities in Language, Literacy and Numeracy. The needs of the students will be identified in this
form through the data collected, which will include the students’ understanding of the questions and
ability to answer the questions, and the level of support required will be identified.

e Training Needs Analysis. Where applicable, Yakka Training undertakes a Training Needs Analysis
of employers and industry, to identify current weaknesses within the organisation and adjustments
are made to training to meet the needs identified for that company.

e Training support depends on study needs or learning barriers. If identified, students will be
provided with study options and if required a training plan will be developed.

The type and level of support is identified from these methods and students may be referred to support
services to meet their needs identified as applicable, should Yakka Training not be able to provide the specific
support.

Related Policy — Student Support Policy

13.1 Course Deferral/Extension

If a student experiences exceptional circumstances but does not wish to cancel from the course, they may
apply to defer their studies to a later date. Deferrals must be applied for in writing. If applicable, a deferral

period will be negotiated with each student on an individual basis. A deferral timeframe of 6 months may

be granted.

Related Policy — Student Support Policy
13.2 Communication

Yakka Training employs dedicated staff to provide support to students. Support may be provided in several

ways:

e Email — All communication can go through the enquiries email address, enquiries@yakkatraining.com.au.
Assessments can be submitted to trainers or enquiries@yakkatraining.com.au.
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e Phone calls and text messages — Yakka staff will contact you by phone or text from time to time to check
how you are progressing. If you have any questions regarding your course or training, please contact
Yakka staff.

e Pre-Workshop reminders — Yakka staff may send information to all students in advance of each workshop.
Please ensure Yakka staff has your best contact details to ensure you receive information.

e Face to face support — One on one support can be provided in person.

o Please let Yakka Training know if your contact details or circumstances may affect your ability to complete
the training.

14. Training and Assessment

Yakka Training as a registered training organisation, are authorised to train, assess and issue certificates
within the Australian Qualifications Framework (AQF). Several qualifications sit within a Training Package,
and each qualification is made up of different units of competency.

Each qualification has a set of packaging rules which dictate which units of competency can be combined to
make up the qualification. The packaging rules must be followed to ensure the integrity of nationally
recognised qualifications when issued. Training is delivered and assessed by qualified trainers. All students
are required to attend each scheduled session as required. The trainer will moderate the learning pace,
method and sequence appropriate to the learning needs.

The training method can be classroom, practical, online, self-directed and workplace.

The assessment methods can be theory, scenario, project, practical and logbook workplace.

14.1 Student Induction

Student Induction is conducted at the start of a qualification on day 1 of the course, this includes a
presentation with information on:

=  WHS requirements and housekeeping, Trainer contact details and break information.
Training and Assessment arrangements; including RPL.

Student support services.

Legislative and occupational licensing requirements.

Complaints and appeals procedures,

This may include language, literacy and numeracy.

This may include enrolment for students who missed the enrolment submission date.

14.2 Training plan

Atraining plan outlines the objectives, activities, timelines, and resources required to achieve specific learning
goals within a training program. It serves as a roadmap for organising and implementing training initiatives,
ensuring alignment with organisational objectives and student needs.

A training plan will be developed in consultation with you and your employer, where applicable.
An informative document, the training plan lists the following:
¢ Units of competency to be achieved.

e Start and end date for each unit and entire program.
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e Training and assessment methods and delivery modes
e Trainer and assessor’s name

e Credit transfer — if applicable

e Name of the qualification or program enrolled.

e Other specific information related to your program.

Both you and your employer, will be required to sign the training plan. You are required to return a signed
copy of the training plan and maintain a copy for yourself and your employer.

14.3 Assessment

Yakka Training assessment is the process of collecting evidence and making judgments on whether
competency has been achieved to confirm that a student can perform to the standard expected in the
workplace.

The assessment process is used to determine whether students are either competent or not yet competent
against the agreed industry standards. A person who is not yet competent against any standard can undertake
further study or training and be assessed again.

Yakka Training assessment process is when we are gathering and discussing information from multiple and
diverse sources to develop a deeper understanding of what students know, understand, and can do with their
knowledge because of their educational experiences. The process culminates when assessment results are
used to improve subsequent learning. Assessment ensures that competence to the standard required by
the civil, construction or rail sector has been attained. Assessment tools are designed to enable the student
to provide evidence, whether collected by the Trainer, third party evidence or the student, which shows that
the student has attained the competencies identified in the relevant standard.

Assessment tasks and strategies include a wide range of methods and may include:

specific written assessments

team projects or reports

formal questions (including multiple choice)
practical demonstrations

small or large group tasks

oral presentations

problem solving tasks

case studies

discussions

portfolio

Broadly classroom assessments have two or three assessment tasks for each unit of competency.

As a general rule for major assessments, you will be provided with task assessment instructions including
the date the task is due for completion.

Related Policy — Assessment Policy

Assessment Cover Sheet

The Assessment Cover Sheet is to be provided to the student to complete and attach to their completed
Assessment Tasks prior to submission to their Assessor. The cover sheet provides a mechanism for the
student to sign a declaration that the work submitted is “all their own work” and that they have kept a copy of
their assessment task for their reference. The cover sheet also provides a mechanism for the Trainer to
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provide feedback to the student as well as their result for work completed. A copy of the Assessment Cover
Sheet is provided on the back of the Student Handbook.

How are competencies assessed?

Assessment may attract both direct and indirect assessment methods. This means that you will be required
to produce evidence and/or demonstrate your skills and apply related knowledge associated with that unit of
competency.

While demonstration of skills can be seen, underpinning skills such as problem solving, working in teams and
understanding etc. can only be assessed through indirect and supplementary assessment. This is often
undertaken through projects, case studies, third party reports, written and oral questions.

The level of your performance is assessed against national standards. This means that the evidence you
provide and the competencies you demonstrate must meet the standard of performance already set.

During assessment your Trainer reviews your evidence and observes the demonstration of your
competencies. The Trainer records your evidence and/or demonstrations as “S” - Satisfactory or “NYS” -
Not Yet Satisfactory” for each assessment item. Competencies are not ‘scaled’ or ‘marked’.

The Trainer records an overall unit of competency result as “C” - Competent or “NYC” - Not Yet Competent”.
Competencies are not ‘scaled’ or ‘marked’. Broadly it’'s simply a matter of whether you are competent (‘C’)
or not yet competent (‘NYC’) to demonstrate your skills and provide supporting evidence to the performance
standard unless you have been issued with a Recognition of Current Competencies or Recognition of Prior
Learning.

14.4 Student Progress

Yakka Training aims to support students to complete the training they enrol in. Yakka Training regularly
checks student progress to identify support needs, barriers to learning or student disengagement to attempt
to prevent nonattendance and withdrawal. Where Yakka Staff identify disengaging students, we will contact
the students to check on their progress and encourage them to complete their training. Where students are
not progressing, Yakka Staff will approach the person to discuss strategies of support.

Related policy: Student Progress policy

14.5 Re-Assessment

All outcomes for Nationally Recognised Training will be granted through competency-based training and/or
assessment. Students undertaking a training and assessment pathway will be assessed as either
‘Competent’ or ‘Not Yet Competent’ in their ability to meet all unit requirements as set out in the nationally
endorsed competency standard.

Students will be provided a total of 3 attempts (1 x initial and 2-re attempts) for assessment instruments.

Throughout each attempt trainers will provide feedback, coaching and where required further training before
re-attempt by the is undertaken.

Should re-assessment be requested by either the student or a third party (employer) after a ‘Not Yet
Competent’ outcome is granted it, will be negotiated with Yakka Training and the Trainer and/or Trainer to
ensure
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that more evidence can be provided to support a different outcome.
Note: Re-assessment may incur additional fees above and beyond the attempts outlined above.

14.6 Work Placement

Some qualifications do not require work placement. Students can also request to do work placement and
Yakka Training will assist students to gain placement and support them through the placement.

For Compulsory Work Placements, students may be required to complete a set number of hours set out in
the qualification in the Training Package. A Work Placement Supervisor’s Third-Party Report will need to be
completed to record students’ competency against the relevant unit.

Some workplaces require checks to be put in place, such as police clearance, working with children check or
licenses. A Working with Children Check must be signed by a student in courses where contact will be
made with children and young people. Your trainer will give you more information about this, if required.

Yakka Training has a responsibility to protect members of the public (and the students themselves) from
being harmed by students on work placement. If there is evidence that the students’ skills or behaviour could
present a risk to yourself or others, Yakka staff may request further training before attending work placement.

Students will be given a code of conduct, which indicates expected standards of behaviour on work
placement. The trainer will explain to you and your workplace supervisor the range of duties for which you
have the skills and knowledge. You must not carry out duties other than those indicated by your trainer. All
students should refer to their trainer if they have any questions or require any assistance with regards to their
work placement.

Students who have committed a breach of conduct or who are assessed as presenting a significant risk to
themselves or others during work placement may be prevented from undertaking or continuing further work
placement. This may mean they will not complete the course. Yakka staff can provide more information
about work placement. If you are unsure about whether it may prevent you from completing a course, you
should discuss the matter with your trainer. In some circumstances students may be required to undertake a
Police Records. Check prior to undertaking work placement, this will be identified on the course flyer if it is
a requirement.

14.7 Traineeships

State Funding provides information like the Training Services guide ‘Supervising your Apprentice or Trainee’
is provided at induction for trainee; this guide is used to explain to supervisors their role as a workplace
supervisor and tips on coaching

14.8 Supervision Arrangements for Traineeships

An employer must provide the appropriate facilities and a qualified person/s to support the training and
supervision of trainees in the workplace. Where applicable the supervisor should hold a current occupational
licence and /or skills and knowledge as deemed appropriate for their industry.

The level of supervision provided should be aimed at facilitating the successful achievement of the relevant
competencies for each individual. It should be reassessed on a regular basis by taking into account the stage
of the trainee and the knowledge and previous experience and training the trainee has received in a particular
task.

The Workplace Supervisor will provide opportunities for the trainee to develop skills and knowledge and may
be involved in coaching or mentoring of the trainee but does NOT assess the trainee.
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The Supervisor will be required to complete a third-party report in consultation with the Assessor. The third-
party report provides information on what the trainee does on the job to demonstrate the required skills and
knowledge for the qualification that the trainee is undertaking as well as following / providing feedback on
relevant policies and procedures of the workplace.

Depending on the qualification being undertaken policies and procedures include:

WHS policies and procedures

Operation of relevant equipment used in the workplace
Participating in workplace meetings

Grievance procedure

Confidentiality and Privacy

Respecting others

Property and resources

Reporting procedures

15. Work Preparation and Entry Requirements

When undertaking training or work experience, the student acknowledges that they must observe Yakka
Training and the employer Workplace Health and Safety (WHS) Policies and all workplace practices.

The student acknowledges that they must adhere to the RTO’s and employer policies and procedures,
according to State and Federal Government legislative and regulatory requirements.

15.1 Workplace clearances

On occasions companies require employees to have clearance, depending on national or state legislation or
workplace policies. Some of these could be a national police clearance or Working with Children Clearance.

15.2 National Police Check

Several industries require students and staff to complete a National Police Check before the students can
commence Work Placement. The Trainer will advise if this is required. To meet the requirements of these
industries, students and staff may be required to undertake Police Record Check. Please refer to the
following website for details: http://www.afp.gov.au/what-we-do/police-checks/national-police-checks.aspx

15.3 Working with Children Check

Some workplaces require a working with children check (WWCC). A Working with Children Check is a
prerequisite for anyone in child-related work in Australia. All training and administration staff who may meet
students under the age of 18 years, this includes the delivery of training and assessment, are required to
complete a Working with Children Check before they are able to work with students under the age of 18.

As a Registered Training Organisation, we have adopted child-safe policies and practices to help keep
students under the age of 18 safe.

A Working with Children Check includes a national police check and review of findings of misconduct involving
children. The result is either a clearance or a bar. Please refer to the NSW Child Safe Policy example is below

http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+156+2013+cd+0+N

For more information check your state Child Safe requirements.

Yakka Training Student Handbook 300725 Page 31 of 34
© Yakka Training RTO 41176


http://salvos.org.au/salvocareline/
http://www.visionaustralia.org/

YAKKA

TRAINING RTO:41176

15.4 Rail Industry Worker information

Most rail industry roles require pre-entry requirements that are stipulated on the Rail Industry Worker (RIW)
website. Please read the RIW website. If you are in a rail qualification, you can discuss this with Yakka
Staff.

Rail Industry Worker -

16. Quality and Continuous Improvement

Yakka Training is committed to the continuous, systematic and sustained improvement of our training and
assessment services, student services and management systems. Continuous improvement occurs through
student, stakeholder and staff feedback.

16.1 Opportunity for Improvement

The primary method of reporting opportunities for improvement by students is via Yakka Staff. This
procedure allows any person to raise a continuous improvement request for consideration. Often these
requests will be generated after an opportunity for improvement has been identified by Yakka staff, industry
contact or a student. They may also be raised because of a complaint, an internal or external audit item.
Yakka Staff will seek formal feedback at various points throughout your training. This may be about specific
training components or about your entire course. Students are encouraged to provide additional feedback to
Yakka Staff via email on enquiries@yakkatraining.com.au

All items of improvement will be recorded on the Continuous Improvement register to be actioned.

Related policy: Continuous Improvement Policy.

16.2 Training Feedback Form

The purpose of the Training Evaluation Form is to collect feedback from students on the delivery of training
and assessment, including training facilities, the trainers’ skills and training ability, as well as feedback on the
resources utilised for delivery of training, and overall satisfaction ranking with the course.

At the mid-way point and completion of each training program a Training Evaluation Form is to be handed
out to the Students for completion. The Training Evaluation Forms are to be collected, and the relevant
trainer will prepare a summary of the evaluations of the program.

A summary of each program is to be prepared with one copy being filed in the program folder and one copy
being given to the Yakka Management for reviewing at the monthly Compliance Meetings.

In addition to training evaluation, Yakka Training will conduct random surveys and interviews with industry
leaders, student s, student s and other community bodies to identify future needs in training.

The Yakka Management will report both positive and negative feedback to the relevant people for discussion.
Feedback regarding delivered programs is to be discussed with the trainer that delivered the training with
positive feedback being acknowledged. These discussions are to assist in the revision and adjustment of
training material and delivery methods and enable to trainers’ professional development.

Any complaints or issues that are identified from feedback are to be recorded in an Opportunity for
Improvement Form for action. Once action has been taken the Opportunity for Improvement Form is to be
filed into the Opportunity for Improvement Register. Forms filed into the folder are reviewed at the monthly
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Compliance Meetings.

All Trainers will be given a Trainer’s Course Evaluation Form for review and for feedback on training
material and delivery methods.

16.3 Student Feedback

Yakka Training gathers feedback from students via direct service surveys and the annual AQTF student
experience questionnaire.

The regular targeted feedback covering marketing, enrolment, support, training and assessment, completions
and overall course satisfaction.

Student Engagement data will be collected throughout the year with a report lodged with the registering Body
on or before the 30" of June annually, reporting on the previous calendar year’s results. The data focuses
on the extent to which student s engage in activities that are likely to promote high quality skill outcomes.

16.4 AQTF report

The AQTF Student Questionnaire will be entered into an electronic survey tool by the student or RTO staff to
enable a summarised report to submit to the regulator. Results are collated and compiled into the Quality
Indicator annual summary report that is submitted to the regulator on or before the 30th of June each year.
This report is also used to inform the RTO’s quality assurance strategies.

16.5 Employer Feedback

Yakka Training gathers employer feedback data and is collected throughout the year with a report lodged with
the registering Body on or before the 30" of June annually, reporting on the previous calendar year’s results.
The data focuses on the extent to which student s engage in activities that are likely to promote high quality
skill outcomes.

An Employer Questionnaire is given to employer contacts that have employed trainees/students working or
where students are completing work placement.

16.6 AQTF report

The AQTF Employer Questionnaire will be entered into an electronic survey tool by the employer or RTO staff
to enable a summarised report to submit to the regulator. Results are collated and compiled into the Quality
Indicator annual summary report that is submitted to the regulator on or before the 30th of June each year.
This report is also used to inform the RTO’s quality assurance strategies.
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17. Managing Director Declaration

Endorsement and Approval

Approved by:

| confirm that this policy has been reviewed and approved in accordance with the organisation’s policy
development and governance procedures.

Name

Position

Signature

Date

Joel Thompson Managing Director

pE

01/07/2025
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