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Section A: Introduction
Welcome
Welcome to AUCTUS and congratulations on choosing to undertake training to further enhance your skills,
knowledge and career options. This handbook provides you with information about our organisation,
what you can expect from us and what we expect from you. You will also find useful information about
our policies and procedures and some useful contacts. We look forward to providing you with optimal
support and assistance throughout your training. Please feel free to approach your trainer with any
additional queries you may have.
Who is AUCTUS?
AUCTUS is a Registered Training Organisation (RTO) which means that we have to meet a number of
requirements to make sure that the courses we offer meet national guidelines. This gives you the
confidence that the training you complete with AUCTUS is of high quality and that the skills and knowledge
you gain are recognised by employers and other training organisations throughout Australia.

Section B: Training Information
Undertaking nationally recognised qualifications means that you will be acquiring skills to meet the
needs of industry and employers as well as your own. Each nationally recognised qualification has a
selection of units to complete according to the required Training Package which describes what skills
and knowledge you need to perform effectively, and your trainer will be assessing your competence to
these standards. You can find more information about each qualification or unit of competency on
training.gov.au.
Training is available through various pathways, including the following:
•

Workshop (Classroom) Based Training and Assessment

•

Work-Based Training and Assessment

•

Part Workshop-Based Training and Assessment / Part Work-Based Training and Assessment

•

Blended Distance and E-Learning combined training and assessment via distance and online.

•

Recognition of Prior Learning (RPL)

•

Gap Training - Recognition of Prior Learning combined with Further Training as required

All of these options are available through AUCTUS. After consultation with you and your employer, the
most suitable option will be selected to meet your and your employer’s requirements.

Section C: Assessment Process and Assessment Instructions
Student Assessment Instructions
Overview
Prior to commencing the assessments, your assessor will explain each assessment task and the terms
and conditions relating to the submission of your assessment task. Please consult with your assessor if
you are unsure of any questions. It is important that you understand and adhere to the terms and
conditions, and fully address each assessment task. If any assessment task is not fully addressed, then
your assessment task will be returned to you for resubmission. Your assessor will remain available to
support you throughout the assessment process.
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Written work
Assessment tasks are used to measure your understanding and underpinning skills and knowledge of the
overall unit of competency. When undertaking any written assessment tasks, please ensure that you
address the following criteria:
•

Address each question including any sub-points

•

Demonstrate that you have researched the topic thoroughly

•

Cover the topic in a logical, structured manner

•

Your assessment tasks are well presented, well referenced and word processed

•

Your assessment tasks include your full legal name on each and every page.

Active participation
It is a condition of enrolment that you actively participate in your studies. Active participation is
completing all the assessment tasks on time.
Plagiarism
Plagiarism is taking and using someone else's thoughts, writings or inventions and representing them as
your own. Plagiarism is a serious act and will result in failing the assessment. When the Student has any
doubts about including the work of other authors in their assessment, the Student is required to consult
their assessor.
The following list outlines some of the activities for which may constitute plagiarism:
•

Presenting any work by another individual as one's own unintentionally

•

Handing in assessments notably similar to or copied from another student

•

Presenting the work of another individual or group as their own work

•

Handing in assessments without the adequate acknowledgement of sources used, including

•

Assessments taken totally or in part from the internet.

Collusion

Collusion is the presentation by a learner of an assignment as their own that is, in fact, the result in
whole or in part of unauthorised collaboration with another person or persons. Collusion involves the
cooperation of two or more learners in plagiarism or other forms of academic misconduct and, as such,
both parties are subject to disciplinary action. Collusion or copying from other learners is not permitted
and will result in a NYC grade.

Students’ Responsibilities

All Students have a responsibility to:
• Use appropriate referencing if using thoughts, ideas, research findings or words of third parties
• Avoid all acts which could be considered plagiarism
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Preventative action

Whenever a Student uses the thoughts, ideas, research findings or words of someone else, the Student
must show from where those thoughts, ideas, research findings or words have come. It is therefore
essential to learn how to reference work in an appropriate manner (e.g Harvard Referencing). The
Student might benefit using free tools that allows the Student to quickly and easily format references
and sources in the correct format (e.g. Harvard Referencing Format - www.harvardgenerator.com and
select the resource type on the top menu bar).

Consequences of plagiarism, cheating or collusion

Any of the above behaviours will result in the Student(s) responsible receiving a result of ‘Not Yet
Competent’ (NYC) for all units impacted by the behaviour. If it is found that a Student has repeatedly
plagiarised, cheated or colluded, they may be expelled from the course.
Competency outcome
Each assessment of a Unit of Competency consists of a number of assessment tasks (e.g. questions,
activities, project).
There are two outcomes of assessment tasks: S = Satisfactory and NYS = Not Yet Satisfactory (requires
more training and experience).
To achieve competency for a full Unit of Competency, you must be assessed satisfactory for each of the
assessment tasks.
If you are deemed “Not Yet Satisfactory”, your assessor will provide you with specific feedback on your
completed assessment and any areas which may need further work, and you will be given another
chance to resubmit your assessment work within 4 weeks.
Once you have completed all the tasks for this unit satisfactorily, you will be awarded “Competent” (C)
for this unit of competency. Otherwise, you will be assessed as “Not yet Competent” (NYC) for the
relevant unit of competency. If you are deemed as “Not Yet Competent” you will be required to reenrol in the unit of competency.
Special needs
Students might have special needs that could impact their training and assessment. Students with
special needs should talk to their assessor as soon as the special needs arise to request any required
adjustments. This will enable the assessor to address the identified needs and make adjustments
immediately if necessary.
In order to provide a Student with reasonable adjustment, we, at our sole discretion, may suggest a
different mode of assessment or determine that we require additional or alternative
information/evidence in order to determine competency, you must provide us with such
information/evidence, subject to privacy and confidentiality issues. We retain this right at any time,
including after submission of your assessments.
How to lodge assessments
Presentation of any written assessments is important. Remember you are trying to convince your
assessor of your competency. Your written assessment or recognition portfolio should:
•

Be typed or handwritten and labeled with a Student’s full name (legibly)
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•

Have an assessment cover page

•

Have a contents list (if appropriate)

•

Each attachment should be referenced specifically to an activity or project it relates to

•

Give clear references (where needed for external information sources )

Assessments should be provided stapled or in a presentation folder OR submitted electronically in an
orderly and professional manner. As we may not be able to return all your assessments, it is also
important to keep a copy of your assessments in case they are lost in the process or you wish to retain a
copy. A variety of assessment items are retained for audit purposes as part of our quality assurance
commitment. Appropriate feedback on your work will be provided back to you. All assessments tasks
arriving with a completed email address on the cover sheet will be acknowledged on the day of receipt.

Assessment methods
Written Projects
Assessment projects are common assessment items used to measure your understanding and skill in an
area of competency. Your project should:
•

Have your name on each part of the project

•

Use a numbering system for referencing to attachments you may have to the project (and clearly
label attachments)

•

Focus on the set tasks

•

Show that you have researched the topic thoroughly

•

Cover the topic in a logical and structured manner

•

Be written in simple, clear language

•

Be well presented with correct grammar, punctuation and referencing (as appropriate)

Written questions (Assessment Document)
To gain competency using this method, you must have successfully answered the review questions
during the workshop or after the workshop itself. They can be used, if required, to support the
assessment, or as alternative assessment options, for the various other assessment methods. At an
assessor’s discretion these can be completed as individual, paper based exercise, as group exercises or
as take home activities.
Activities
To gain competency using this method, you must have successfully used tools that are provided for
structured assessment activities. These activities could range from producing a body of work considering
a scenario/outline of a situation, applying critical thinking and the skills needed in the specific unit or
cluster of units.
Oral Questions
To gain competency using this method, you must have successfully answered the questions and
participated in the discussion during the workshop. They can be used, if required, to support the
assessment, or as alternative assessment options, for the various other assessment methods. At
assessor’s discretion these can be completed as individual, as group discussion exercises.
Workplace Observation Assessment
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As part of your assessment for this course, there may be a need for your trainer/assessor to come and
observe you demonstrating skills in the workplace that reflect elements and criteria of this course. If this
is the case, your trainer/assessor will advise you of this requirement and organise a time with you to
conduct this observation.
Your trainer/assessor will have a list of demonstrations you must complete or tasks to be observed.
Observation is on-the-job will usually require:
•

Performing a work based skill or task

•

Interaction with colleagues and/or customers.

Demonstration is off-the-job will require:
•

Performing a skill or task that is asked of you

•

Undertaking a simulation exercise.

The observation/demonstration might take place either in the workplace or the training environment,
depending on the task to be undertaken and whether it is an observation or demonstration. Your
trainer/assessor will ensure you are provided with the correct equipment and/or materials to complete
the task. They will also inform you of how long you have to complete the task.
Third Party Supervisor Skills Observation
As part of your assessment for this course, there may be a need for your supervisor to document their
observations of the skills that you have demonstrated in the workplace relevant to your qualification. If
this is the case, there will be a copy of this document given to you for your supervisor to complete. It is
your responsibility during work or at other times at your workplace to ensure that your supervisor
completes the Third Party Supervisor Skills Observation checklist prior to submission to your Trainer.
You should supply details of the third party to the assessor before you commence the activities, unless
the assessor has already selected a third party themselves. The assessor can then contact the third party
in instances where they require more evidence to determine competency, or they cannot observe
certain tasks themselves.
The reasons to use a third party may include:
•

Assessment is required in the workplace

•

Where there are health and safety issues related to observation

•

Patient confidentiality and privacy issues are involved.

Third party evidence can also be used to provide “everyday evidence” of tasks included in your work
role that relate to the unit of competency but are not a part of the formal assessment process.
The third party is not to be used as a co-assessor – the assessor must make the final decision on
competency themselves.
RPL – recognition of prior learning
You have the option to apply for Recognition of Prior Learning (RPL) if you feel you have the required
competencies for the units or the entire qualification and can produce evidence to support this.
An RPL application is not to be taken lightly and does require considerable work. You must provide
sufficient evidence to demonstrate that you do have current competence in the relevant units. The
assessor must be confident that you are able to meet the specific performance criteria in order to be
able to grant recognition.
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Credit Transfer
A credit transfer is also available if you have previously completed the specific units of a qualification. To
get credit transfer, you’ll need to provide us with certified copies of Statements of Attainment or
Qualifications issued by any Australian Registered Training Organisation, or bring in the originals to our
office, and we will give you credit for those units of competency, provided you can show us that the
skills you learned are still current. Evidence of currency of skills may be in the form of your current job
description or supervisor reference.
Gap training
Where there are components that are not competent in the RPL submission, your assessor will offer you
the opportunity to undertake training in those components of the units and the opportunity to
successfully complete the assessment task.
Parchments
Once you have successfully completed all the units of competency in your training plan, you will be issued
with a Qualification Certificate within 30 days. The certificate lists the name of the qualification and the
units of competency completed.
A Statement of Attainment is issued when you partially complete a training program and lists only the
units of competency you have completed.
Reissuing of parchments is possible where a certificate or statement of attainment has been misplaced or
damaged. Contact AUCTUS to request a replacement after providing the relevant identification; a reissue
fee of $50 may apply.

Deferrals
If for any reason the Student wishes to defer their involvement in training and assessment, the Student is
encouraged to discuss this with their trainer/assessor as a first step. The trainer/assessor may refer the
Student to the Compliance Manager or Course Coordinator for further guidance. In all instances Auctus
will endeavour to implement processes that will support the Student to continue with their training.
If the Student decides to defer, the Student can only do so for a maximum of 12 months, after this time
the Student will not be entitled to continue with their course.
For further details on refunds, refer to the Auctus’ refund policy in this Student Handbook.

Withdrawals and Terminations
Students who fail to achieve any training and assessment progress without appropriate notification or
communication, for more than 6 months will be deemed as having withdrawn from the course.
Students who decide to withdraw or are terminated from the course can obtain further details on refunds
in the Auctus’ refund policy in this Student Handbook.
Students who withdraw or are terminated are required to apply for re-enrolment if they wish to return to
the course. Please note that fees for enrolment will apply.

Training Protocol
On Site Visits
•

Your trainer will visit you every 3-6 weeks to discuss your training with you and your workplace
mentor, conduct assessments and discuss future training requirements
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•

Your workplace mentor should be reminded of these training sessions and you must ensure you’re
free to meet with your trainer at the arranged time

•

You must ensure you meet your trainer at the time and date arranged

•

Your trainer must be advised asap if you’re unable to make the arranged meeting and reschedule your
session

•

If you are ill or absent from work on the date arranged, you must notify AUCTUS or your trainer before
9.30am on the day of illness or absence.

•

You must complete the tasks allocated by your trainer by the due date

Training Room Protocol
Facilities and training rooms
•

You will be allocated a work area to complete the activities for your training.

•

You are responsible for the tools and equipment, cleanliness and general housekeeping for this area.

•

Clean your work area at the end of each day to ensure it remains safe and tidy.

•

Any damage or loss to equipment is your responsibility. A fee may be charged for equipment lost or
damaged due to incorrect use.

•

Students shall show respect for other person’s belongings and under no circumstances take or remove
them without the owner’s permission

•

If your training requires you to be on a work site, you must report immediately upon arrival to the
trainer or your supervisor and must under no circumstances operate any equipment or machinery
without permission.

Telephone calls
•

Mobile phones must be on silent during training sessions.

Personal items
•

Do not leave valuable items such as money or jewellery in work areas or training rooms as they remain
your responsibility.

•

Your trainer is not responsible for your personal items.

Smoking
•

Smoking is prohibited in all areas other than smoking designated areas outside.

•

Using alcohol or drugs during the training is prohibited.

Session times
•

Be ready to start your training session at the time specified by your trainer.

•

Return promptly from morning, lunch and afternoon breaks.

•

The training day is completed at the time specified by your trainer.

•

During training sessions, trainers may allow a short informal break to assist the learning process.

Absences
•

The trainer will record your attendance at every training session. Trainers record late starts, early
finishes and absences, and give this information to an employer or a funding body where appropriate.

•

Please notify AUCTUS before 9.30am on the day of illness or absence.
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Safety
•

For your own safety and the safety of others, you must follow safe work practices as instructed by
your trainer.

•

Students who repeatedly create an unsafe working environment for themselves or others may be
terminated from the course.

•

You will be shown fire exits and safety procedures during induction.

•

In an emergency remain with your group and trainer, away from danger.

First aid
•

Report all accidents and injuries immediately to a trainer or a nominated First Aid Officer, regardless
of how minor they may seem.

Any breach of Student’s responsibilities may result in Students being removed from the program.

Section D: Policies
Access and Equity Policy
AUCTUS’s Access and Equity Policy is based upon application of the following principles:
•

Equity for all people through the fair and appropriate allocation of resources and involvement in
vocational education and training

•

Equality of outcome for all people, without discrimination

•

Access for all people to appropriate, quality vocational education and training programs and services

•

Increased opportunity for all people to participate in vocational education and training

AUCTUS ensures that the above principles are incorporated in key processes which affect the outcomes
for students in the vocational education and training system.
Sexual Harassment Policy
It is the policy of AUCTUS to provide an environment free of sexual harassment and to uphold State and
Federal laws pertaining to sexual harassment. All training students and employees are expected to comply
with this policy. Sexual Harassment is where the person acting in such a manner could be expected to
anticipate that such behaviour would offend, humiliate or intimidate the other person.
Anti-Discrimination, Victimisation and Bullying
AUCTUS provides equal opportunity regardless of sex, race, colour, national origin, age, religion or
physical or mental handicap, and does not show favouritism or grant any special favours to any student.
Victimisation and bullying are abuses of power characterised by aggressive behaviour or actions that
intimidate, humiliate and/or undermine a person or group.
Every person has the right to be treated with respect. Laws protect the rights of individuals to receive fair
treatment regardless of age, disability, marital status, pregnancy, ethnicity, gender or sexual preference.
In accordance with the legislation, and insofar as it is within AUCTUS’s control, AUCTUS will take all
reasonable steps to identify and eliminate direct and indirect discrimination, harassment, victimisation
and bullying.
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If you feel you are being discriminated against, harassed, victimised or bullied, please discuss this with the
Training Coordinator for advice and support at admin@auctus.com.au. All grievances will be handled
according to AUCTUS’s Grievance Resolution Process.
Work Health and Safety
AUCTUS is committed to providing a safe and healthy environment for all employees, contractors, visitors
and training students. We aim to the highest degree of occupational health, safety and security by
adhering to government legislation and taking a personal interest in the well being of our employees and
students.
Students are responsible for not only their own health and safety but also the health and safety of others
and have an obligation to report any unsafe conditions/hazards, faulty equipment and accidents
immediately. Students must abide by safe working practices and comply with health and safety
procedures.
Privacy and Confidentiality
AUCTUS takes its obligations under the Privacy Act very seriously and will take all steps necessary to
comply with the Act and protect the privacy of the personal information in our possession. Confidentiality
of client records is paramount to the operations of AUCTUS. All reasonable steps are taken to protect the
security of personal information, including taking appropriate measures to protect both electronic and
hard copy information. No personal information is contracted out under any circumstances.
However, you are responsible for ensuring that you do not provide us with anything regarding any third
party including your employer, colleagues and others, that they do not consent to the disclosure of.
While we may ask you to provide information or details about aspects of your employer and workplace,
you are responsible for obtaining necessary consents and ensuring that privacy rights and confidentiality
obligations are not breached by you in supplying us with such information.
Under the Data Provision Requirements 2012, AUCTUS is required to collect personal information about
you and to disclose that personal information to the National Centre for Vocational Education Research
Ltd (NCVER).
Your personal information (including the personal information contained on this enrolment form and
your training activity data) may be used or disclosed by AUCTUS for statistical, regulatory and research
purposes. AUCTUS may disclose your personal information for these purposes to third parties, including:
•

Employer – if you are enrolled in training paid by your employer;

•

Commonwealth and State or Territory government departments and authorised agencies;

•

NCVER;

•

Centrelink & Job Services Australia Provider - Auctus may need to communicate with your Case
Manager in regard to participation, behaviour, attendance and other matters

•

Australian Apprenticeship Centres - Auctus may contact your Australian Apprenticeship Centre
on behalf of you or your employer

•

Organisations conducting student surveys; and

•

Researchers.

Personal information disclosed to NCVER may be used or disclosed for the following purposes:
•

Issuing a VET Statement of Attainment or VET Qualification, and populating Authenticated VET
Transcripts;

•

facilitating statistics and research relating to education, including surveys;

•

understanding how the VET market operates, for policy, workforce planning and consumer
information; and

•

administering VET, including program administration, regulation, monitoring and evaluation.
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You may receive an NCVER student survey which may be administered by an NCVER employee, agent or
third party contractor. You may opt out of the survey at the time of being contacted.
NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy Act
1988 (Cth), the VET Data Policy and all NCVER policies and protocols (including those published on
NCVER’s website at www.ncver.edu.au).
Grievance and Appeals Policy and Procedure
A grievance is the lodging of a complaint disputing the course content or the process used in the delivery
of a training program.
An appeal is the lodging of a complaint disputing a result or outcome of a training program or
assessment including RPL and Credit Transfer.
All appeals/grievances resulting in re-assessment are to be recorded in writing.
Stage one – informal grievance/appeal
In the first instance, the student/prospective student should discuss the problem with their Trainer/ RTO
staff and seek a solution at that stage.
Stage two – formal grievance/appeal
If the student/prospective student feels that they have a grievance with their Trainer/RTO staff, they are
at liberty to lodge a formal complaint.
A completed grievances & appeals form has to be filled in and submitted in writing to Auctus Compliance
Coordinator at Auctus GPO Box 1824 Adelaide 5001 or by email to admin@auctus.com.au.
Please download the grievances & appeals form here.
The complainant/appellant is invited to include suggestions about how the grievance might be resolved.
The Compliance Coordinator will then assess the grievance/ complaint/appeal, determine the outcome
and advise the complainant in writing of their decision and the reasons within 10 working days.
The complainant/appellant will be advised of their right to access stage three of this procedure if they are
not satisfied with the outcome of stage two.
Stage three – Internal Review
If the complainant is not satisfied with the outcome of stage two, they may lodge an appeal in writing
with the Managing Director at Auctus GPO Box 1824 Adelaide 5001 or by email to sam@auctus.com.au.
The Complainant’s grievance/appeal will be determined by the Managing Director who will conduct all
necessary consultation with the complainant and other relevant persons and make a determination of
the appeal/grievance in a fair and unbiased way. The complainant will be advised in writing of the
outcome of their appeal, including the reasons for the decisions and the reasons within 10 working days.
The complainant will be advised of their right to progress to Stage Four of the grievance procedure if they
consider the matter unresolved.
Where RTO require more than 10 days to process and respond to the complaint/appeal, inform the
complainant/appellant in writing and advising the reasons why it takes longer than 10 days.
Stage four – External Review
If the complainant is not satisfied with the outcome of their appeal, an independent and suitably qualified
mediation institution approved by both parties. The cost of external mediation will be shared equally by
Auctus and the Complainant. At each stage of the grievance policy, both the student/prospective student
and Auctus should seek to have a witness present/to be assisted by a third party at any relevant meeting.
RTO recognises that students may have problems that do not directly concern the company but may
impinge on their ability to achieve results expected. In this instance, RTO will offer advice in referring the
student to the appropriate external support groups for assistance.
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This Policy will be made available to students, those seeking to enrol to RTO and RTO employees through
publication on the RTO website (www.auctus.com.au), in the Student Handbook and in the Employee
Induction Handbook.

Section E: Cancellations and Refunds
If a student cancels their enrolment more than 5 working days prior to commencement of training, they
may:
•

Transfer to another course.

•

Receive a refund, less administration costs of $150, if they cancel in writing at least 5 working days
before commencement date of the course.

If a student withdraws from a course within 5 working days of commencement of training or at any time
after commencement:
•

No refund will usually be given.

•

Provide evidence of special circumstances, if cancelling within 5 working days of commencement of a
course. Special circumstances are medical circumstances that would preclude the student from
participating in the course. A medical certificate is required for this to be considered.

•

If a student genuinely believes they should be given a refund they can provide an explanation in
writing to the General Manager. The General Manager will consider the merit of the request and
reserves the right to refuse the application for a refund. Should any refund be granted, administration
fees of $150 and resource fees will be deducted from the amount. Any training already provided will
also be taken into account in determining the refund; training fees are estimated to be $300 per
training session attended.

AUCTUS makes every reasonable effort to ensure all advertised courses start on the date specified.
However, when this is not possible and a course is cancelled by AUCTUS, students will be provided with
an alternative commencement date, an alternative course or receive a complete refund.
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