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Welcome	
 

GET	Education	Australia’s	Student	Handbook.	

 

GET	Education	Australia	Pty	Ltd	is	a	Registered	Training	Organisation	(RTO)	–	

TOID	31401	that	specialises	in	delivering	quality	training	solutions.	
 

This	student	handbook	covers	essential	information	regarding	GET	Education	

Australia	Pty	Ltd	enrolment	process,	qualifications	and	the	study	experience.	
 

GET	Education	Australia	Pty	Ltd	is	committed	to	improving	career	opportunities	for	

all	of	our	students.	Each	GET	Education	Australia	Pty	Ltd	qualification	has	been	

expertly	designed	by	learning	and	development	specialists	providing	students	with	

the	essential	skills	and	knowledge	required	to	fulfil	their	ultimate	learning	goals.	

Our	team	will	provide	you	with	the	guidance	and	support	needed	to	gain	

nationally	recognised	qualifications	and	real	results.	
 

The	 information	 found	 in	 this	 student	 handbook	 applies	 to	 all	 of	 GET	

Education	Australia	Pty	Ltd	students	and	is	designed	to	acquaint	the	student	

by	 providing	 information	 that	 will	 assist	 in	 achieving	 their	 desired	

Vocational	Education	and	Training	(VET)	outcomes.	
 

From	 your	 initial	 enquiry,	 through	 to	 enrolment,	 and	 on	 to	 completion	 of	 your	

study	with	GET	Education	Australia	Pty	Ltd,	there	will	always	be	a	supportive	team	

member	to	assist	you.	
 

 

CONTACT	INFORMATION	

 

Address:	Level	6,	140	Creek	Street,	Brisbane	QLD	4000	

 

Suite	1,	L2,	365	Little	Collins	Street,	Vic	3000		

 

Email:	info@get.edu.au	
 

Website:	www.get.edu.au	
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MMITMENT	TO	TRAINING	

 

Guarantee	to	fulfil	RTO	obligations	
 

 

GET	Education	Australia	will	guarantee	to	learners	who	enrol	in	selected	unit/s:	
 

• Access	to	the	relevant	learning	content	for	the	unit/s,	which	will	be	contained	in	either	a	

Learning	Guide,	if	the	learner	has	selected	the	distance	option,	or	available	online	

through	online	delivery	system.	
	
• Access	to	phone,	email	and,	where	required,	face	to	face	support	for	the	relevant	unit/s.	
 

 

To	summarise,	GET	Education	Australia	guarantees	that	each	learner	will	have	every	

support	offered	and	every	opportunity	to	complete	the	relevant	training	and/or	

assessment.	In	the	extreme	unlikely	event	that	we	cannot	provide	this	guarantee,	

alternative	options	(such	as	completing	through	alternative	RTO's)	will	be	offered	to	the	

learner.	

 

Commitment	to	Training	
 

 

GET	Education	Australia	Pty	Ltd	is	committed	to	the	provision	of	quality	vocational	

education	for	all	 students	engaged	 in	our	training	and	assessment	services	and	 in	

accordance	with	the	Vocational	Quality	Framework.	
 

We	will	conduct	our	business	operations	with	full	regard	and	compliance	with	all	local,	

state	and	federal	laws,	by-laws,	statutes	and	regulations.	
 

Our	students	are	treated	with	respect,	courtesy	and	a	caring	attitude.	
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Enrolment	and	payment	options	
 

You	can	pay	your	fees	by	bank	transfer,	debit	card	or	credit	card*.	Your	enrolment	will	not	

be	complete	until	the	fees	are	cleared	in	our	bank	account.	(*surcharge	may	apply).	

 

To	enrol	you	will	also	need	a	USI	or	Unique	Student	Identifier.	

 

What	is	the	Unique	Student	Identifier	(USI)?	
 

The	USI	is	a	National	Government	initiative	for	all	students	from	1st	January	2015.	Your	USI	

account	will	contain	all	of	your	nationally	recognised	training	records	and	results	completed	from	

1st	January	2015	onwards.	This	will	assist	when	you	are	commencing	employment	with	a	new	

employer	or	if	you	are	commencing	study	with	a	new	training	organisation.	

 

Every	student	from	January	1	2015	is	required	to	have	a	USI	before	we	can	issue	their	

certificate.	The	introduction	of	the	USI	is	a	joint	initiative	between	the	Australian	and	State	

and	Territory	Governments.	It	is	supported	by	the	Student	Identifiers	Bill	2014.	

 

A	USI	gives	you	access	to	your	online	USI	account	which	is	made	up	of	ten	numbers	and	

letters.	It	will	look	something	like	this:	3AW88YH9U5.	Your	USI	account	will	contain	all	your	

nationally	recognised	training	records	and	results	from	January	1	2015	onwards.	However,	it	is	

only	updated	once	a	year	after	the	training	providers	submit	details	of	all	student’s	nationally	

recognised	training	in	March	of	every	year.	
 

Why	do	I	need	a	USI	
 

Under	the	legislation,	training	organisations	can	only	issue	certification	when	they	have	

received	your	USI.	If	you	are	undertaking	nationally	recognised	training,	you	will	need	to	

have	a	USI	from	January	1	2015.	This	includes	anybody:	
 

• studying	at	TAFE	
	
• studying	with	a	private	training	organisation	
	
• completing	an	apprenticeship	or	skill	set	
	
• certificate	or	diploma	course	
	
• completing	nationally	recognised	training	in	a	state	or	private	high	school	

• continuing	with	nationally	recognised	training	that	was	started	but	not	completed	

prior	to	January	1	2015.	
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How	to	get	your	USI	

 

How	to	get	your	USI	
 

It’s	free	and	easy	for	you	to	create	your	own	USI	online,	just	visit	the	USI	website	at:	
 

www.usi.gov.au.	
 

 

You	will	need	to	have	at	least	one	and	preferably	two	forms	of	ID	ready	from	the	list	below:	
 

• An	Australian	state	Driver’s	Licence	
	
• Australian	Passport	
	
• Birth	Certificate	(Australian)	
	
• Medicare	Card	
	
• Visa	(with	Non-Australian	Passport	for	international	students)	
	
• Certificate	of	Registration	By	Descent	
	
• Citizenship	Certificate	
	
• Immi	Card	

 

Just	follow	the	steps	to	complete	your	USI	application,	it	should	only	take	a	few	minutes.	Your	

USI	will	be	displayed	on	the	screen	for	you	immediately	and	you	will	also	be	sent	a	copy	by	

either	email,	SMS,	or	via	the	post.	

 

Assessment	

 

At	GET	Education	Australia	we	 recognise	 that	assessment	 is	a	 core	 service	offered	 to	our	 students	

and	 is	 at	 the	 centre	 of	 our	 operation	 as	 a	 Registered	 Training	 Organisation.	 Quality	 assessment	

ensures	that	your	skills	and	knowledge	are	assessed	using	four	principal	determinants:	
 

• That	assessment	decisions	are	based	on	the	assessment	of	skills	and	knowledge	

compared	with	units	of	competence	drawn	from	industry	Training	Packages	or	State	

accredited	courses.	
	
• That	the	target	industry	or	enterprise	requirements	are	contextualised	and	integrated	

within	the	assessment.	
	
• That	evidence	is	gathered	that	meets	the	rules	of	evidence.	
	
• That	assessment	is	conducted	in	accordance	with	the	principles	of	assessment.	
 

Principles	of	assessment	
 

In	the	delivery	of	assessment	services,	GET	Education	Australia	applies	the	principles	

of	assessment.	
 

Assessment	strategies	have	been	designed	to	ensure:	
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• Validity.	We	conduct	assessment	against	the	broad	range	of	skills	and	knowledge	

identified	within	each	unit	of	competence	and	which	is	integrated	with	their	

practical	application.	
	
• Reliability.	We	seek	to	gather	and	interpret	evidence	in	a	consistent	manner	that	provides	

for	reliable	assessment	both	for	you	and	for	the	assessors.	We	achieve	this	by	using	

assessors	who	have	the	required	competencies	in	assessment	and	the	relevant	vocational	

competencies.	Our	assessment	resources	also	provide	for	standardised	outcomes	

supported	by	model	answers	to	guide	assessors	in	their	judgements.	Reliability	is	also	

supported	by	the	moderation	of	assessment	judgements	across	our	assessors.	
	

Flexibility.	We	strive	to	provide	assessment	opportunities	that	reflect	your	

needs.	Our	chosen	assessment	strategies	provide	for	recognition	of	your	

current	competence,	employ	a	range	of	methods	appropriate	to	the	context	of	

the	industry,	the	competency	and	yourself.	
	
• Fairness.	Our	assessment	approach	encourages	fairness	in	assessment	through	

consideration	of	your	needs	and	characteristics	and	through	making	reasonable	

adjustments	when	it	is	required.	Assessors	achieve	this	through	clear	communication	with	

you	to	ensure	that	you	are	fully	informed	about,	understand	and	are	able	to	participate	in,	

the	assessment	process,	and	agree	that	the	process	is	appropriate.	
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Benchmarks	for	assessment	
 

GET	Education	Australia	uses	units	of	competence	drawn	from	nationally	endorsed	industry	

Training	Packages	as	our	primary	benchmark	for	assessment.	Supporting	this	are	industry	

standards	or	codes	of	practice.	These	and	other	industry	specific	publications	inform	the	

context	and	standard	of	performance	during	assessment.	

 

In	order	to	identify	the	precise	assessment	criteria,	we	apply	a	methodology	of	unpacking	a	unit	

of	competence	in	order	to	assess	the	full	scope	of	the	unit	including	elements	of	competence	

and	performance	criteria,	incorporating	range	statement	information	and	the	specific	

requirements	of	the	evidence	guide.	This	process	ensures	that	our	assessment	strategies	

accurately	reflect	the	requirements	of	the	relevant	training	package.	
 

Engagement	with	industry	
 

GET	Education	Australia	is	well	placed	to	leverage	off	current	industry	associations	to	

incorporate	industry	requirements	into	the	assessment	process.	Consultation	with	enterprises	

or	industry	will	provide	information	about	assessment	requirements	relevant	to	workplaces.	

Regulatory	requirements	that	relate	to	specific	units	of	competence	will	be	incorporated	to	

ensure	you	are	well	prepared	for	their	workplace	duties.	
 

Collecting	evidence	that	counts	–	the	rules	of	evidence	
 

In	collecting	evidence,	GET	Education	Australia	applies	the	rules	of	evidence	to	inform	the	

assessment	strategy.	Assessment	strategies	have	been	designed	to	ensure:	
 

• Sufficiency.	We	prioritise	the	collection	of	enough	appropriate	evidence	to	ensure	that	

all	aspects	of	competency	have	been	satisfied	and	that	you	can	be	demonstrate	

competency	repeatedly.	
	
• Validity.	We	collect	evidence	that	is	specified	in	the	benchmarks	for	assessment.	GET	
 

Education	Australia	places	significant	emphasis	on	direct	evidence	that	is	gathered	in	a	

workplace	through	observation	and	compilation	of	a	portfolio	of	work	outcomes.	
 

Where	this	is	impractical	due	to	geographic	distance,	other	forms	of	evidence	are	used	

such	as	industry	evidence	and	detailed	assessment	of	underpinning	knowledge.	
 

• Authenticity.	We	seek	evidence	that	is	authentic.	To	support	this,	assessors	must	be	

assured	that	the	evidence	presented	for	assessment	is	your	own	work.	
	
• Currency.	We	must	be	satisfied	that	you	currently	hold	the	skills	and	knowledge	relating	to	a	

particular	assessment.	This	will	mostly	 relate	 to	 recognition	applications	where	you	have	

been	in	the	workplace	for	many	years	and	are	seeking	recognition	of	skills	and	knowledge	

obtained	through	workplace	experience	or	previous	training.	We	will	apply	
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assessment	strategies	which	satisfy	currency	through	the	gathering	of	direct	evidence	in	

the	workplace.	
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Assessment	context	
 

GET	Education	Australia	recognises	the	importance	of	establishing	the	right	context	for	you	

during	your	assessment.	Assessment	context	refers	to	the	physical	and	non-physical	environment	

in	which	skills	and	knowledge	are	assessed.	This	may	be	an	on	the	job	worksite.	The	non-physical	

environment	refers	to	things	such	as	workplace	policy	and	procedure.	
 
 

It	is	our	responsibility	to	ensure	that	you	are	provided	with	the	right	context	to	undertake	your	

assessment	activities.	To	achieve	this,	we	will	apply	the	following	strategies:	
 

• Incorporation	of	your	own	workplace	policies	and	procedures	into	the	assessment	

scenario	or	activity.	
	
• Conduct	of	the	assessment	in	your	workplace	or	one	that	simulated	an	industry	

standard	workplace	performing	real	workplace	tasks.	
	
• Integration	of	relevant	industry	codes	of	practice	and	other	industry	information	into	

the	assessment	activity.	
	
• Incorporation	of	industry	job	descriptions	for	students	to	align	with	during	

realistic	simulated	workplace	scenarios	and	case	studies.	
	
• Incorporation	of	regulatory	information	relating	to	licensing	which	applies	to	

some	qualifications.	
	
• Tailoring	the	program	outcomes	to	meet	the	organisational	training	needs	of	the	

enterprise	without	compromising	the	Training	Package	requirements.	
	
• Creating	assessment	activities	which	require	you	to	conduct	specific	research	

relating	to	industry	situations	and	occurrences.	

 

 

Recognition	of	prior	learning	(RPL)	
 

GET	Education	Australia	will	provide	you	with	the	opportunity	to	seek	recognition	of	your	prior	

learning.	Recognition	is	viewed	simply	as	another	method	of	assessment	and	therefore	is	

conducted	in	accordance	with	this	policy.	Further	information	can	be	found	in	the	next	section	

of	this	guide	entitled	RPL.	
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Credit	transfer	

 

GET	Education	Australia	will	recognise	and	award	credit	for	candidates	presenting	with	current	

competence.	Where	you	are	seeking	credit	for	a	unit	of	competence	that	is	on	our	scope	of	

registration	and	you	can	provide	satisfactory	evidence,	such	as	Justice	of	the	Peace	(JP)	certified	

copy	of	a	Transcript	of	Competencies	Achieved	from	a	Registered	Training	Organisation	(RTO)	that	

the	unit	has	been	previously	awarded	to	you,	credit	will	be	awarded.	Further	information	can	be	

found	in	the	next	section	of	this	guide	entitled	Credit	Transfer.	

 

 

Competence	of	assessors	
 

In	accordance	with	the	Standards	for	NVR	Registered	Training	Organisations,	assessors	are	

required	to	hold	the	minimum	competencies	for	assessment	as	outlined	by	the	National	

Quality	Council	and	the	vocational	competencies	at	least	to	the	level	being	assessed.	GET	

Education	Australia	has	appropriate	systems	in	place	to	ensure	that	all	staff	members	are	

appropriately	qualified	to	meet	our	requirement	under	the	Standards	for	NVR	Registered	

Training	Organisations.	

 

 

Assessment	validation	
 

Assessment	validation	is	the	process	where	assessors	compare	and	evaluate	their	assessment	

methods,	assessment	procedures	and	assessment	decisions.	GET	Education	Australia	will	

facilitate	regular	assessment	validation	opportunities	to	maintain	a	quality	assessment	and	to	

continuously	improve	assessment	strategies.	

 

 

Assessment	tools	
 

Assessment	tools	are	the	media	(electronic	or	hard	copy)	used	to	gather	evidence	about	

your	competence.	We	have	developed	assessment	tools	which	support	the	assessment	of	

applicable	units	of	competence	in	accordance	with	the	requirements	of	industry	Training	

Packages.	

 

The	following	are	examples	of	assessment	tools	which	may	be	incorporated	into	an	assessment	

strategy	to	meet	the	Training	Package	and	industry	requirements,	the	rules	of	evidence	and	the	

principles	of	assessment:	
 

• Direct	observation	checklist;	
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• Simulation	exercises	or	role-plays;	
	
• Project	outlines	and	explanation	sheets;	
	
• Workplace	templates;	
	
• Written	questionnaires;	
	
• Verbal	questionnaires;	

• Portfolios,	for	example	collections	of	work	samples	by	the	you;	
	
• Product	with	supporting	documentation	or	journal/log	book;	

• Workplace	samples/products;	and	
	
• Industry/workplace	evidence	reports.	
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14	



 

This	list	of	assessment	tools	identifies	only	a	small	number	of	assessment	tools	which	are	in	use	

in	 the	 VET	 sector	 today.	 These	 are	 however	 the	 more	 common	 tools	 and	 support	 holistic	

assessment	methods	favoured	by	GET	Education	Australia.	
  

Assessment	information	
 

Assessment	information	is	the	information	provided	to	both	you	and	assessors	to	guide	

their	conduct	of	the	assessment	and	the	completion	of	assessment	activities.	This	

information	is	used	to	draw	out	a	response	from	you	during	assessment.	Examples	of	

assessment	information	include:	
 

• Instructions	to	set	the	framework	for	the	activity	such	as	who,	what,	where,	

when	and	how.	
	
• The	expected	outcomes	refer	to	the	‘what’	and	it	is	critical	that	from	reading	the	

assessment	information,	the	required	(expected)	outcome	is	straight	forward	and	in	

line	with	your	preparation	during	learning	or	through	other	competency	

development	
	
• Industry	information	includes	items	such	as	codes	of	practice,	policies	and	procedures,	

legislation	and	regulations.	Whilst	this	may	not	be	provided	in	hard	copy	to	you,	they	

should	be	provided	contacts,	web	sites	or	hyperlinks	to	access	this	information.	

Electronic	copies	of	industry	information	are	also	acceptable.	
 

Collecting	industry	evidence	
 

At	GET	Education	Australia	we	place	a	high	value	on	the	assessment	evidence	that	is	gathered	by	

your	supervisor	or	employer	in	the	workplace.	This	evidence	is	usually	very	current	and	valid	and	

contributes	to	the	assessment	decisions	made	by	a	qualified	assessor.	We	do	not	however	

advocate	the	use	of	industry	evidence	(also	referred	to	as	third	party	evidence)	as	a	substitute	

for	the	gathering	of	direct	evidence	by	an	assessor.	In	all	areas	of	our	operation,	industry	

evidence	is	only	to	be	used	to	complement	and	support	the	evidence	being	gathered	by	an	

assessor.	
 

Re-assessment	
 

It	is	inevitable	that	some	students	will	not	meet	the	requirements	of	the	assessment	evidence	

and	will	be	judged	as	not-yet-competent.	At	GET	Education	Australia,	our	approach	to	these	

situations	is	the	work	with	those	students	in	order	to	address	deficiencies	and	to	build	their	skill	

and	knowledge	in	preparation	for	additional	assessment.	This	will	be	undertaken	within	the	

scheduled	training	plan	or	may	be	completed	under	alternative	arrangements	agreed	between	

those	students	and	the	assessor.	
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In	some	rare	circumstances,	students	may	find	it	difficult	to	develop	the	necessary	skills	and	

knowledge	within	the	constraints	of	the	scheduled	training	plan.	When	this	occurs,	

arrangements	may	be	agreed	to	that	allows	those	students	to	undertake	additional	learning	

in	their	own	time	and	return	for	additional	assessment	at	a	suitable	time	for	GET	Education	

Australia.	This	may	be	during	a	period	of	reduced	training	activity	or	at	a	time	when	planned	

assessments	are	occurring	and	it	is	convenient	to	facilitate	the	additional	assessment	of	the	

student.	
 

As	a	general	guide,	assessors	are	to	make	alternative	arrangements	to	provide	

opportunities	for	assessment	within	the	constraints	of	available	time	and	resources.	In	all	

circumstances,	the	assessment	is	to	be	a	planned	activity	that	is	conducted	in	accordance	

with	the	assessment	procedures	in	the	following	section.	

 

In	some	cases,	after	alternative	arrangements	have	been	exhausted,	it	will	be	suitable	to	

find	a	student	as	not-yet-competent	and	record	this	result	with	their	statement	of	

attainment.	
 

Number	of	re-assessment	attempts	
 

For	our	distance	and	on-line	programs,	where	available,	you	will	be	permitted	two	(2)	attempts	

at	re-assessment,	that	is,	three	(3)	assessment	attempts	in	total,	the	initial	assessment	and	two	

re-assessments.	

 

For	our	face-to-face	and	worksite	programs,	where	available,	you	will	be	permitted	one	(1)	

attempt	at	re-assessment,	that	is,	two	(2)	assessment	attempts	in	total,	the	initial	assessment	

and	one	re-assessment.	

 

If	you	are	still	found	to	be	not-yet-competent	after	all	re-assessment	attempts	are	completed	

your	enrolment	will	be	finalised	and	a	result	of	NYC	(not-yet-competent)	will	be	recorded	and	

you	will	be	issued	with	their	statement	of	attainment	with	that	result.	If	you	still	wish	establish	

your	competency	you	will	have	to	re-enrol.	
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Recognition	of	Prior	Learning	(RPL)	
 

 

GET	Education	Australia	provides	the	opportunity	for	you	to	apply	to	have	prior	

learning	recognised	toward	a	qualification	or	units	of	competence	for	which	you	are	

enrolled.	
 

RPL	generally	takes	two	forms:	RPL	of	prior	learning,	which	is	the	focus	of	this	policy,	and	credit	

transfer	which	is	dealt	with	in	the	Credit	Transfer	section.	For	the	purposes	of	this	policy,	RPL	of	

prior	learning	will	be	referred	to	simply	as	RPL.	

 

 

What	is	RPL?	

 

RPL	involves	the	assessment	of	previously	unrecognised	skills	and	knowledge	you	may	have	

acquired	outside	the	formal	education	and	training	system.	RPL	assesses	this	unrecognised	

learning	against	the	requirements	of	a	unit	of	competence.	Most	importantly,	it	should	be	noted	

that	RPL	is	just	another	form	of	assessment	

 

RPL	guidelines	
 

The	following	guidelines	are	to	be	followed	when	an	application	for	RPL	is	received:	
 

• You	are	entitled	to	apply	for	RPL	in	a	course	or	qualification	in	which	you	are	

currently	enrolled.	
	
• You	cannot	apply	for	RPL	for	units	of	competence	or	qualification	which	are	not	included	

in	GET	Education	Australia’s	Scope.	
	
• Whilst	you	may	apply	for	RPL	at	any	time,	you	are	encouraged	to	apply	before	

commencing	a	training	program.	This	will	reduce	unnecessary	training	and	guide	you	

down	a	more	efficient	path	to	competence.	
	
• Should	you	be	currently	enrolled	in	a	training	program	you	are	still	eligible	to	apply	

for	RPL	in	that	program	at	no	additional	charge.	
	
• Assessment	via	RPL	apply	the	principles	of	assessment	and	the	rules	of	evidence.		
• RPL	may	only	be	awarded	for	whole	units	of	competence.	
 

Forms	of	evidence	
 

RPL	acknowledges	that	workplace	skills	and	knowledge	may	be	gained	through	a	variety	of	ways	

including	both	formal	and	informal	learning	or	through	work-based	or	life	experience.	

 

In	evaluating	assessment	evidence,	GET	Education	Australia	applies	the	following	rules	of	

evidence:	
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• Sufficient,	
	
• Valid,	
	
• Authentic,	and	
	
• Current.	

 

Like	assessment,	RPL	is	a	process	whereby	evidence	is	collected	and	a	judgement	is	made	by	an	

assessor	or	assessment	team.	The	judgement	is	made	on	evidence	provided	by	you	of	the	skills	

and	knowledge	that	you	have	previously	learnt	through	work,	study,	life	and	other	experiences,	

and	that	you	are	currently	using.	It	also	includes	evidence	to	confirm	your	ability	to	adapt	prior	

learning	or	current	competence	to	the	context	of	the	intended	workplace	or	industry.	

 

Forms	of	evidence	that	you	may	use	in	RPL	may	include:	
 

• Work	records;		
• Records	of	workplace	training;		
• Assessments	of	current	skills;		
• Assessments	of	current	knowledge;		
• Third	party	reports/references	from	current	and	previous	supervisors	or	managers;	

• Evidence	of	relevant	unpaid	or	volunteer	experience;		
• Examples	of	work	products;		
• Observation	by	an	assessor	in	the	workplace;	

• Performance	appraisal;	or	

• Duty	statements.	
 

 

Many	of	these	forms	of	evidence	would	not	be	sufficient	evidence	on	their	own.	When	combined	

together	with	a	number	of	evidence	items,	you	will	start	to	provide	a	strong	case	for	competence.	

GET	Education	Australia	reserves	the	right	to	require	you	to	undertake	practical	assessment	

activities	of	skills	and	knowledge	in	order	to	satisfy	itself	of	your	current	competence.	
 
 

Appealing	RPL	outcomes	
 

If	you	are	not	satisfied	with	the	outcomes	of	a	RPL	application,	you	may	appeal	the	outcome	like	

other	 assessment	 decisions.	 Further	 information	 on	 the	 appeals	 process	 is	 available	 in	 the	

Appeals	section.	
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Credit	Transfer	
 

 

GET	Education	Australia	acknowledges	the	requirement	as	a	Registered	Training	Organisation	

(RTO)	to	recognise	the	awards	issued	by	other	RTOs.	This	is	limited	to	outcomes	that	are	

drawn	from	the	national	skills	framework	being	units	of	competence	awarded	and	accurately	

identified	in	statements	of	attainment	and	qualifications.	
 

What	is	credit	transfer?	
 

Credit	transfer	is	the	recognition	of	learning	achieved	through	formal	education	and	training.	Under	

the	 Standards	 for	 NVR	 Registered	 Training	 Organisations,	 qualifications	 and	 statements	 of	

attainment	issued	by	any	RTO	are	to	be	accepted	and	recognised	by	all	other	RTOs.	

 

Credit	transfer	allows	you	to	be	awarded	a	unit	of	competency	based	on	successful	

completion	of	the	unit	which	has	been	previously	awarded.	

 

When	unit	codes	and	titles	are	different	
 

If	you	are	seeking	credit	transfer	for	a	unit	of	competence	which	has	a	different	title	or	code,	then	it	is	

necessary	for	us	to	establish	the	equivalence	between	the	unit	held	and	the	unit	being	sought.	

 

 

In	many	cases	this	information	can	be	found	in	mapping	guide	published	in	the	relevant	

Training	Package.	Our	administrative	staff	will	obtain	this	information	and	validate	claims	of	

equivalence.	
 

As	a	general	guide,	if	there	is	no	such	mapping	available	then	we	are	not	obliged	to	recognise	

the	unit	through	credit	transfer.	In	these	circumstances,	you	will	be	referred	for	recognition	

(RPL)	in	accordance	with	our	Recognition	policies	and	procedures.	
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Evidence	requirements	
 

You	will	be	required	to	present	your	original	statement	of	attainment	or	qualification	or	a	Justice	

of	 the	Peace	 certified	 copy	 for	examination	by	GET	Education	Australia.	 These	documents	will	

provide	the	detail	of	what	units	of	competence	the	applicant	has	been	previously	issued.	

 

You	must	provide	satisfactory	evidence	that	the	statement	of	attainment	or	qualification	is	

yours	and	that	it	has	been	issued	by	an	Australian	RTO.	Statements	of	attainment	or	

qualifications	should	be	in	the	correct	format	as	outlined	in	the	Australian	Qualifications	

Framework.	

 

GET	Education	Australia	will	keep	a	scanned	copy	of	the	statement	of	attainment	for	our	

records	and	will	contact	the	issuing	RTO	for	verification.	

 

Credit	transfer	guidelines	
 

The	following	guidelines	are	to	be	followed	when	an	application	for	credit	transfer	is	received:	
 

• Any	student	is	entitled	to	apply	for	credit	transfer	in	a	course	or	qualification	in	which	they	

are	currently	enrolled.	
	
• We	will	not	credit	transfer	for	units	of	competence	or	qualifications	which	are	

not	included	in	our	scope	of	registration.	
	
• You	may	apply	for	credit	transfer	at	any	time,	you	are	encouraged	to	apply	before	

commencing	a	training	program.	This	will	reduce	unnecessary	training	and	guide	

you	down	a	more	efficient	path	to	competence.	
	
• You	will	not	incur	any	fees	for	credit	transfer	and	we	do	not	receive	any	funding	

when	credit	transfer	is	granted.	
	
• Credit	transfer	may	only	be	awarded	for	whole	units	of	competence.	Where	a	mapping	

guide	identifies	a	partial	credit,	this	will	not	be	considered	for	credit	transfer	and	you	

will	be	advised	to	seek	recognition.	
	
• You	may	not	enrol	only	for	credit	transfer.	
	
• You	cannot	credit	transfer	a	whole	qualification.	
	
• Your	enrolment	must	include	at	least	one	other	unit	of	competence	from	the	same	

qualification	or	skill	set	for	which	you	are	participating	in	training	or	is	seeking	

recognition	(RPL).	
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Refunds 
 

All	refunds	at	the	request	of	the	student	will	incur	an	administrative	charge	of	$100-00	to	

cover	processing	costs	of	the	original	enrolment	and	the	refund.	
 

Fees	
 

The	most	up	to	date	fees	for	all	training	programs	are	found	on	the	GET	

Education	Australia	website	(www.get.edu.au)	
 

• Send	an	email	to	info@get.edu.au	
	
 

Refund	of	fees	for	distance	enrolments	
 

The	following	refund	policy	will	apply:	
 

• Refunds	for	fees	will	only	be	considered	within	the	first	5	weeks	of	your	start	of	study	

and	only	if	no	assessments	have	been	lodged.	
	
• Where	assessments	have	been	lodged	a	partial	refund	will	only	be	considered	for	

those	units	where	there	is	extenuating	or	significant	personal	circumstance	and	

must	be	approved	by	the	Chief	Executive	Officer.	
 

Refund	of	fees	for	fee	paying	students	in	face-to-face	programs	
 

The	following	refund	policy	will	apply	to	face-to-face	workshop/training	programs:	
 

• Students	who	give	notice	to	cancel	their	enrolment	more	than	3	days	prior	to	

the	commencement	of	a	program	will	be	entitled	to	a	full	refund	of	

deposit/fees	paid.	
	
• Students	who	give	notice	to	cancel	their	enrolment	less	than	3	days	prior	to	

the	commencement	of	a	program	will	not	be	entitled	to	a	refund	of	fees	

paid.	
	
• Students	who	cancel	their	enrolment	after	a	training	program	has	commenced	will	

not	be	entitled	to	a	refund	of	fees.	
 

Refund	for	extenuating	or	significant	personal	circumstance	
 

Discretion	may	be	exercised	by	the	Chief	Executive	Officer	in	all	situations,	if	the	student	can	

demonstrate	that	extenuating	or	significant	personal	circumstance	led	to	their	withdrawal.	In	

these	cases,	the	student	may	be	offered	a	full	credit	toward	the	tuition	fee	in	another	

scheduled	program	in-lue	of	a	refund.	Chief	Executive	Officer	may	also	authorise	a	refund	of	

tuition	fees	if	the	circumstances	require	it.	
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Where	refunds	are	approved,	the	refund	payment	must	be	paid	to	the	student	within	14	days	from	

the	time	the	student	gave	written	notice	to	cancel	their	enrolment.	Tuition	refunds	are	to	
 

be	paid	via	electronic	funds	transfer	using	the	authorised	bank	account	nominated	by	the	

student	on	the	Refund	Request	Form.	
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Replacement	of	Certificate	
 

If	you	require	replacement	of	an	 issued	certificate	or	statement	of	completion,	a	student	

must	obtain,	complete	all	details	and	forward	a	certified	GET	Education	Australia,	‘Request	

for	re	Issue	of	Certificate’	and	the	non-refundable	re-issue	fee	of	$50-00.	
 
 

Upon	receipt	of	this	request	and	the	fee,	the	student’s	records	will	be	verified	and	a	

recommendation	to	re-issue	the	certificate	will	be	passed	on	to	the	Chief	Executive	Officer	

for	final	approval.	

 

If	approval	for	the	re-issuing	of	the	certificate	is	granted,	then	the	new	certificate	will	be	printed	and	

posted	to	the	student.	If	approval	for	the	re-issuing	of	the	certificate	is	not	granted,	the	student	will	

be	notified	in	writing	of	the	reason(s)	why	the	re-issue	was	not	approved.	

 

Giving	notice	of	enrolment	cancelation	
 

A	student	who	wishes	to	cancel	their	enrolment	must	give	notice	in	writing.	This	may	be	via	

email	or	letter.	GET	Education	Australia	staff	who	are	approached	with	initial	notice	of	

cancelation	are	to	ensure	the	student	understands	their	rights	with	regards	to	the	refunding	

of	tuition	fees.	The	student	is	also	to	be	advised	of	other	options	such	as	suspending	the	

enrolment	and	re-commencing	in	another	scheduled	training	program.	

 

Students	who	give	written	notice	to	cancel	their	enrolment	and	who	are	eligible	for	a	refund	

are	to	be	provided	with	a	Refund	Request	Form.	

 

Student	who	may	not	be	eligible	but	are	requesting	a	refund	should	also	be	provided	with	

the	request	form	so	the	request	can	be	properly	considered	by	the	Chief	Executive	Officer.	
 

Keeping	students	informed	
 

To	ensure	that	students	are	well	informed	of	the	financial	considerations	of	their	enrolment,	

GET	Education	Australia	undertakes	to	provide	the	following	fee	information	to	each	student	

prior	to	enrolment:	
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• the	total	amount	of	all	fees	including	course	fees,	administration	fees,	materials	fees	

and	any	other	charges;	
	
• payment	terms,	including	the	timing	and	amount	of	fees	to	be	paid	and	any	

non-refundable	deposit/administration	fee;	
	
• The	nature	of	the	guarantee	given	by	GET	Education	Australia	to	complete	the	training	

and/or	assessment	once	the	student	has	commenced	study	in	their	chosen	

qualification	or	course;	
	
• the	fees	and	charges	for	additional	services,	 including	such	items	as	issuance	of	a	

replacement	qualification	testamur	and	the	options	available	to	students	who	are	

deemed	not	yet	competent	on	completion	of	training	and	assessment;	and	
	
• the	GET	Education	Australia	refund	policy.	
 

Student	complaints	about	fees	or	refunds	
 

If	 you	 are	 unhappy	 with	 the	 GET	 Education	 Australia	 arrangements	 for	 the	 collection	 and	

refunding	 of	 tuition	 fees	 are	 entitled	 to	 lodge	 a	 complaint.	 This	 should	 occur	 in	 accordance	

with	the	GET	Education	Australia	complaints	policy.	
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Language,	Literacy	and	Numeracy	

 

Language,	literacy	and	numeracy	skills	are	critical	to	almost	all	areas	of	work.	This	is	particularly	

true	in	many	vocations	where	language,	literacy	and	numeracy	skills	influence	the	performance	

of	workplace	tasks	such	as	measuring,	weighing	and	comprehending	written	work	instructions.	

Research	has	indicated	that	many	adult	learners	do	not	have	the	language,	literacy	and	

numeracy	skills	they	need	to	effectively	participate	in	vocational	education	and	training.	The	

increasing	importance	of	employability	skills	such	as	communication	and	problem	solving	in	the	

workplace	highlight	the	need	for	underpinning	language,	literacy	and	numeracy	skills.	To	support	

this	approach	we	at	GET	Education	Australia	will:	
 

• Help	you	to	assess	your	language,	literacy	and	numeracy	skills	during	their	

enrolment	to	ensure	they	have	adequate	skills	to	complete	the	training;	

• Support	you	during	their	study	with	training	and	assessment	materials	and	strategies	
 

that	are	easily	understood	and	suitable	to	the	level	of	the	workplace	skills	being	

delivered;	
 

• Provide	you	with	clear	information	about	the	detail	of	the	language,	literacy	and	

numeracy	assistance	available;	
	
• Refer	you,	should	it	be	found	necessary,	to	external	language,	literacy	and	

numeracy	support	services	that	are	beyond	the	support	available	within	GET	

Education	Australia;	and	
	
• Where	considered	necessary,	provide	you	with	an	extension	of	time	to	complete	

training	programs	if	necessary.	
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If	 you	 are	 having	 any	 difficulty	 reading	 this	 student	 guide	 or	 understanding	what	 the	 text	 is	

saying	then	you	can	contact	the	Reading	Writing	Hotline	on	1300	655	506.	The	Reading	Writing	

Hotline	can	provide	you	with	information	on:	
 

• Reading	and	Writing	classes	for	adults	in	your	local	area	
	
• Study	by	correspondence	if	you	are	unable	to	attend	classes	
	
• Teaching	and	learning	resources	for	adults	
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Language,	Literacy	and	Numeracy	Support	Services	

 

• Commonwealth-funded	English	as	a	second	language	programs	for	migrants	
	
• Commonwealth-funded	programs	for	Centrelink	clients	
	
• Literacy	in	the	workplace	

 

For	those	people	living	in	Queensland	you	can	also	contact	Queensland	Council	for	Adult	

Literacy	or	QCAL.	QCAL	is	a	voluntary	non-profit	organisation	representing	Adult	Literacy	in	

Queensland.	QCAL	promotes	literacy	as	the	key	to	effective	life-long	learning	for	all.	QCAL	seeks	

to	establish	and	maintain	opportunities	for	adult	members	of	the	community	to	improve	their	

literacy	and	numeracy	skills.	The	contact	details	for	QCAL	are:	
 

• Telephone	/	Facsimile:	(07)	3878	9944	
	
• Email:	info@qcal.org.au		
• Postal	Address:	Queensland	Council	for	Adult	Literacy	PO	

Box	301	
	

Red	Hill	Qld	4059	

 

Assessing	your	language,	literacy	and	numeracy	skills	
 

If	you	are	in	any	doubt	about	your	language,	literacy	and	numeracy	skills	you	can	have	them	

assessed	impartially	and	independently.	To	assess	your	language,	literacy	and	numeracy	skills	

contact	VETASSESS	and	arrange	to	take	a	test	of	your	skills.	

 

The	VETASSESS	Test	has	been	established	to	help	identify	the	literacy	and	numeracy	

competence	of	candidates	wishing	to	apply	for	a	course	of	study	with	registered	

training	originations	in	Australia.	The	VETASSESS	Test	is	aligned	to	the	Australian	Core	

Skills	Framework	(ACSF)	which	is	the	recognised	standard	for	adult	literacy	and	

numeracy	in	Australia.	

 

The	contact	details	for	VETASSESS	are:	
 

• Website:	www.vetassess.com.au	
	
• Telephone:	(03)	9655	4801		
• Postal	Address:	VETASSESS	GPO	

Box	2752	
	

Melbourne	Victoria	3001	Australia	
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Access	to	Records	
 

 

At	GET	Education	Australia	we	acknowledge	that	learners	need	access	to	their	records	in	order	to	

monitor	their	progress.	We	will	facilitate	student	access	to	records	at	any	time	on	request.	

 

Requesting	access	to	records	
 

As	a	student	you	are	entitled	to	have	access	to	your	academic	record	on	request.	

 

To	facilitate	this,	students	who	request	to	access	their	records	are	to	be	provided	with	this	

access	at	the	earliest	opportunity.	

 

You	may	view	their	record	in	the	presence	of	a	representative	from	GET	Education	

Australia.	However,	your	student	file	is	not	to	be	taken	away	from	the	GET	Education	

Australia	office.	If	you	require	copies	of	documents	from	your	records,	copies	will	be	

provided.	

 

The	record	remains	the	property	of	GET	Education	Australia	and	is	to	be	retained	

to	comply	with	regulatory	requirements.	

 

Requests	by	students	to	access	records	will	be	dealt	with	quickly	and	in	a	friendly	

and	professional	manner.	

 

 

Monitoring	student	progress	
 

Students	will	be	provided	regular	feedback	about	their	progress	including	gaps	in	

performance	and	strategies	that	can	be	applied	to	improve	the	student’s	training	

experience.	

 

The	provision	of	student	feedback	will	occur	continuously	between	trainers,	assessors	

and	students.	

 

Feedback	will	occur	in	several	forms	during	and	after	your	training.	These	include:	
 

• Assessment	feedback	
	
• Statements	of	completion	for	individual	units	of	competency	
	
• Certificates	of	qualifications	
 

Academic	transcription	detailing	all	studies	undertaken	at	GET	Education	Australia	
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Plagiarism	and	Cheating	
 

 

This	policy	seeks	to	encourage	ethical	conduct	and	to	inform	you	about	the	GET	Education	

Australia	standards	of	academic	behaviour.	You	have	a	responsibility	to	maintain	the	highest	

standards	of	academic	integrity	in	your	work.	You	must	not	cheat	in	assessment	and	must	ensure	

that	they	do	not	plagiarise.	

 

What	is	plagiarism?	
 

Plagiarism	 is	 the	act	of	misrepresenting	as	your	own	original	work	 the	 ideas,	 interpretations,	

words	 or	 creative	 works	 of	 another.	 These	 include	 published	 and	 unpublished	 documents,	

designs,	 music,	 sounds,	 images,	 photographs,	 computer	 codes	 and	 ideas	 gained	 through	

working	in	a	group.	These	ideas,	interpretations,	words	or	works	may	be	found	in	print	and/or	

electronic	media.	
 

Academic	integrity	
 

One	of	the	core	functions	of	GET	Education	Australia	is	to	develop	your	ability	to	apply	critical	

reasoning	to	assessment	activities	through	independent	thought	and	to	make	decisions	that	

reflect	your	considerations	of	the	task	or	workplace	requirement.	

 

GET	Education	Australia	acknowledges	that	to	develop	this	ability,	you	will	have	to	study	the	

work	of	others	via	issued	textbooks,	learning	material	or	through	your	own	research.	

However,	it	is	important	that	you	acknowledge,	through	appropriate	referencing,	earlier	work	

from	which	you	have	drawn	information.	
 

Cheating	

 

Cheating	is	defined	as	“a	form	of	deceit	with	a	view	to	gaining	an	advantage	for	the	cheat.”	At	

GET	Education	Australia,	cheating	is	usually	related	to	taking	unauthorised	material	into	

assessments.	GET	Education	Australia	Trainers	have	a	responsibility	to	explain	clearly	

expectations	related	to	any	assessment,	what	constitutes	cheating,	and	to	promote	a	climate	of	

honesty	in	students.	

 

Cheating	 is	 also	 presenting	 another	 student’s	 work	 as	 your	 own.	 Where	 this	 occurs	 both	

students	 will	 be	 subject	 to	 disciplinary	 action	 which	 may	 include	 being	 given	 a	 not	 yet	

competent	result	in	that	unit	and	excluded	from	further	training	whether	they	are	enrolled	or	

not.	
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Appeals	
 

GET	Education	Australia	is	committed	to	providing	a	fair	appeals	process.	

 

What	is	an	appeal?	
 

An	appeal	is	an	application	by	a	student	for	reconsideration	of	an	unfavourable	decision	or	

finding	during	training	and/or	assessment.	An	appeal	must	be	made	in	writing	and	specify	

the	particulars	of	the	decision	or	finding	in	dispute.	Appeals	must	be	lodged	within	28	

days	of	the	decision	or	finding	is	informed	to	the	student.	

 

 

Early	resolution	or	complaints	and	appeals	
 

In	all	cases,	issues	that	arise	during	training	and	assessment	that	are	the	source	of	frustration	

or	are	in	dispute	should	be	resolved	at	the	time	they	occur	between	yourself	and	the	trainer.	

 

 

 

Appeals	handling	
 

GET	Education	Australia	undertakes	to	apply	the	following	principles	to	its	appeals	handling:	
 

• A	person	lodging	an	appeal	is	to	be	provided	an	opportunity	to	formally	present	his	or	

her	case	at	no	cost.	
	
• Each	person	lodging	an	appeal	may	be	accompanied	and/or	assisted	by	a	support	

person	at	any	relevant	meeting.	
	
• The	handling	of	an	appeal	is	to	commence	within	10	working	days	of	the	lodgement	

of	the	appeal	and	all	reasonable	measures	are	taken	to	finalise	the	process	as	soon	as	

practicable.	
	
• The	person	lodging	an	appeal	is	to	be	provided	a	written	statement	of	the	

outcome,	including	details	of	the	reasons	for	the	outcome.	
	
• The	person	lodging	an	appeal	is	to	have	the	opportunity	for	a	person	or	a	body	that	is	

independent	 of	 GET	 Education	 Australia	 to	 review	 his	 or	 her	 appeal	 following	 the	

internal	GET	 Education	Australia	 appeals	 process	 if	 the	person	 lodging	 an	 appeal	 so	

desires.	
	
• GET	Education	Australia	shall	maintain	the	enrolment	of	the	person	lodging	an	

appeal	during	the	appeals	process.	
	
• Decisions	or	outcomes	of	the	appeals	process	that	find	in	the	favour	of	the	student	shall	

be	implemented	immediately.	
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• Appeals	are	to	be	handled	in	the	strictest	of	confidence.	No	GET	Education	Australia	

representative	is	to	disclose	information	to	any	person	without	the	permission	of	the	GET	

Education	Australia	Chief	Executive	Officer.	A	decision	to	release	information	to	third	

parties	can	only	to	be	made	after	the	person	lodging	an	appeal	has	given	permission	for	

this	to	occur.	This	permission	should	be	given	using	the	Information	Release	Form.	
	
• Appeals	of	assessment	decisions	are	to	be	determined	by	an	appropriately	qualified	(in	

assessment	and	the	content)	third	party,	not	the	original	assessor,	agreeable	to	

yourself	and	GET	Education	Australia.	

 

GET	Education	Australia	considers	that	it	would	be	extremely	unlikely	that	appeals	are	

not	able	to	be	resolved	quickly	within	GET	Education	Australia	is	internal	structures.	
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Complaints	
 

 

We	at	GET	Education	Australia	are	committed	to	providing	a	fair	complaints	and	appeals	process.	

 

What	is	a	complaint?	
 

A	complaint	is	an	issue	about	services	or	staff	which	has	not	been	resolved.	A	complaint	must	be	

received	by	GET	Education	Australia	 in	written	 form	and	must	be	 formally	documented	by	the	

complainant	in	order	to	be	acted	on.	Complaints	may	be	made	by	any	person.	
 

Early	resolution	of	complaints	

 

Issues	that	arise	during	training	and	assessment	that	are	the	source	of	frustration	or	are	

in	dispute	should	be	resolved	at	the	time	they	occur	between	yourself	and	the	trainer.	If	

you	are	unhappy	with	the	outcome	you	should	then	lodge	a	complaint	personally	or	in	

writing	with	GET	Education	Australia	and	the	following	conditions	shall	apply.	
 

Complaint	handling	
 

GET	Education	Australia	undertakes	to	apply	the	following	principles	to	its	complaints	handling:	

• The	person	lodging	a	complaint	is	to	be	provided	an	opportunity	to	formally	present	his	

or	her	case	at	no	cost.	
	
• Each	person	lodging	a	complaint	may	be	accompanied	and/or	assisted	by	a	

support	person	at	any	relevant	meeting.	
	
• The	handling	of	a	complaint	is	to	commence	within	10	working	days	of	the	lodgement	

of	the	complaint	and	all	reasonable	measures	are	taken	to	finalise	the	process	as	soon	

as	practicable.	
	
• The	person	lodging	a	complaint	is	to	be	provided	a	written	statement	of	the	

outcome,	including	details	of	the	reasons	for	the	outcome.	
	
• The	person	lodging	a	complaint	is	to	have	the	opportunity	for	a	person	or	a	body	that	is	

independent	 of	 GET	 Education	 Australia	 to	 review	 his	 or	 her	 complaint	 following	 the	

internal	GET	Education	Australia	complaint	process	if	the	person	lodging	a	complaint	so	

desires.	
	
• GET	Education	Australia	shall	maintain	the	enrolment	of	the	person	lodging	a	

complaint	during	the	complaint	process.	
	
• Decisions	or	outcomes	of	the	complaint	process	that	find	in	the	favour	of	the	student	shall	

be	implemented	immediately.	
	
• Complaints	are	to	be	handled	in	the	strictest	of	confidence.	GET	Education	Australia	will	

not	disclose	information	to	any	person	without	your	written	permission,	and	that	of	the	
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GET	Education	Australia	Chief	Executive	Officer.	A	decision	to	release	information	to	third	

parties	can	only	to	be	authorised	using	the	Information	Release	Form.	
 

• If	you	are	not	satisfied	with	the	complete	complaint	handling	by	GET	Education	

Australia	may	refer	their	complaint	to	the	National	VET	Regulator	for	consideration.	

Students	are	to	be	advised	that	registering	bodies	will	require	the	student	to	have	

exhausted	all	avenues	through	GET	Education	Australia	before	taking	this	option.	Please	

refer	to	the	Complaint	Handling	Procedure	for	more	information.	

 

GET	Education	Australia	considers	that	it	would	be	extremely	unlikely	that	complaints	are	

not	able	to	be	resolved	quickly	within	GET	Education	Australia	is	internal	structures.	
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Discrimination	and	Harassment	
 

GET	Education	Australia	we	are	committed	to	ensuring	that	the	training	and	assessment	

environment	and	our	workplace	are	free	from	discrimination	and	harassment.	All	

employees,	
 

contractors,	clients	and	students	are	made	aware	that	discrimination	and	harassment	will	not	

be	tolerated	under	any	circumstances.	In	the	event	that	discrimination	and	harassment	is	

found	to	have	

 

occurred,	action	will	be	taken	against	any	employee,	contractor,	client	and	student	who	

breaches	this	policy.	Suspected	criminal	behaviour	will	be	reported	to	police	authorities	

immediately.	

 

By	implementing	this	policy	we	strive	to	achieve	the	following	objectives:	
 

• Create	a	training	environment	which	is	free	from	discrimination	and	harassment	and	

where	all	employees,	contractors,	clients	and	students	are	treated	with	dignity,	courtesy	

and	respect;	
	
• Implement	training	and	awareness	raising	strategies	to	ensure	that	all	parties	know	

their	rights	and	responsibilities;	
	
• Provide	an	effective	procedure	for	complaints	based	on	the	principles	of	natural	justice;	
	
• Treat	all	complaints	in	a	sensitive,	fair,	timely	and	confidential	manner;	
	
• Guarantee	protection	from	any	victimisation	or	reprisals;	
	
• Promote	a	productive	and	cohesive	workplace;	
	
• Encourage	the	reporting	of	behaviour	which	breaches	this	Discrimination	and	

Harassment	Policy;	and	
	
• Promote	appropriate	standards	of	conduct	at	all	times.	
 

What	is	discrimination	and	harassment?	
 

Under	federal	and	state	legislation,	unlawful	discrimination	occurs	when	someone,	or	a	group	

of	people,	are	treated	less	favourably	than	another	person	or	group	because	of	their	race,	

colour,	national	or	ethnic	origin;	sex,	pregnancy	or	marital	status;	age;	disability;	religion;	

sexual	preference;	trade	union	activity;	or	some	other	characteristic	specified	under	anti-

discrimination	or	human	rights	legislation.	
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Harassment	occurs	when	someone	is	made	to	feel	intimidated,	insulted	or	humiliated	

because	of	their	race,	colour,	national	or	ethnic	origin;	sex;	disability;	sexual	preference;	or	

some	other	characteristic	specified	under	anti-discrimination	or	human	rights	legislation.	It	

can	also	happen	if	someone	is	working	in	a	‘hostile’	or	intimidating	–	environment.	

 

Harassment	can	include	behaviour	such	as:	
 

• Telling	insulting	jokes	about	particular	racial	groups;	
	
• Sending	explicit	or	sexually	suggestive	emails;	
	
• Displaying	offensive	or	pornographic	posters	or	screen	savers;	
	
• Making	derogatory	comments	or	taunts	about	someone’s	race	or	religion;	or	
	
• Asking	intrusive	questions	about	someone’s	personal	life,	including	their	sex	life.	

 

Discrimination	and	harassment	occur	when	a	person	is	discriminated	against	or	harassed	in	

the	workplace	because	of:	
 

• their	race,	colour,	descent	or	national	or	ethnic	origin,	as	defined	under	the	

Racial	Discrimination	Act	1975;	
	
• their	sex,	marital	status	or	pregnancy	as	defined	under	the	Sex	Discrimination	Act	1984;	

	

• a	disability	as	defined	under	the	Disability	Discrimination	Act	1992;	
	
• age	as	defined	under	the	Age	Discrimination	Act	2004;	or	
	
• some	grounds	under	the	Human	Rights	and	Equal	Opportunity	Act	1986.	
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

35	



 

The	nature	of	discrimination	and	harassment	
 

Harassing	or	discriminating	behaviour	can	range	from	serious	to	less	serious	levels;	however	

one-off	incidents	can	still	constitute	discrimination	or	harassment.	Also,	where	continued,	

such	behaviour	can	undermine	the	standard	of	conduct	within	a	work	area,	which	may	erode	

the	wellbeing	of	the	individual	or	group	being	targeted	and	lead	to	lower	overall	staff	

performance.	

 

The	absence	of	complaints	is	not	necessarily	an	indication	that	no	discrimination	or	harassment	

is	occurring.	The	person	subjected	to	harassing	or	discriminating	behaviour	does	not	always	

complain.	This	is	not	necessarily	because	the	act	is	trivial,	but	because	the	person	may	lack	the	

confidence	to	speak	up	on	their	own	behalf	or	feel	too	intimidated	or	embarrassed	to	complain.	

 

Hostile	training	environment	
 

GET	Education	Australia	trainers	should	also	be	aware	of	their	responsibilities	to	ensure	that	

the	training	environment	or	workplace	culture	is	not	sexually	or	racially	‘hostile’.	Examples	of	a	

potentially	hostile	training	environment	are	where	pornographic	materials	are	displayed	and	

where	crude	conversations,	innuendo	or	offensive	jokes	are	part	of	the	accepted	culture.	

 

A	person	has	the	right	to	complain	about	the	effects	of	a	sexually	or	racially	hostile	

working	environment,	even	if	the	conduct	in	question	was	not	specifically	targeted	at	

them.	

 

What	is	NOT	discrimination	or	harassment?	
 

Training	environment	discrimination	or	harassment	must	not	be	confused	with	legitimate	

comment	and	advice	(including	relevant	negative	comment	or	feedback)	from	

supervisors,	trainers	and	assessors	on	the	training	performance	or	skills	and	knowledge	

development	of	an	individual	or	group.	

 

The	process	of	providing	feedback	to	students	during	a	formal	training	session,	or	

counselling	regarding	their	training	performance,	will	not	always	be	free	of	stress.	Similarly,	

providing	a	student	with	feedback	following	an	assessment	also	has	the	potential	to	be	

stressful.	Supervisors,	trainers	and	assessors	should	manage	these	processes	with	sensitivity,	

but	they	should	not	avoid	their	responsibility	to	provide	full	and	frank	feedback.	
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What	is	workplace	bullying?	
 

 

One	definition	of	bullying	is	“the	repeated	less	favourable	treatment	of	a	person	by	another	

or	others,	which	may	be	considered	unreasonable	and	inappropriate	practice.	It	includes	

behaviour	that	intimidates,	offends,	degrades	or	humiliates”.	

 

Bullies	usually	utilise	power	attributed	to	their	status,	skills	or	position,	and	both	men	

and	women	can	be	the	targets	and/or	the	perpetrators.	Bullying	can	occur	between	

trainers/assessors	and	students,	or	between	students	themselves.	

 

Bullying	behaviour	can	range	from	very	obvious	verbal	or	physical	assault	to	very	

subtle	psychological	abuse.	This	behaviour	may	include:	
 

• Physical	or	verbal	abuse;	
	
• Yelling,	screaming	or	offensive	language;	
	
• Excluding	or	isolating	employees;	
	
• Psychological	harassment;	
	
• Intimidation;	
	
• Assigning	meaningless	tasks	unrelated	to	the	job;	
	
• Giving	employees	impossible	jobs;	
	
• Deliberately	changed	work	rosters	to	inconvenience	particular	employees;	or		
• Undermining	work	performance	by	deliberately	withholding	information	vital	for	

effective	work	performance.	

 

GET	Education	Australia	will	not	tolerate	bullying	of	any	individual	or	group,	be	they	a	

staff	member,	consultant	or	student.	
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What	can	happen	if	you	discriminate	or	harass?	
 

Incidents	of	discrimination	or	harassment	that	are	identified	will	be	handled	by	applying	the	

principles	of	natural	justice.	Criminal	or	unlawful	behaviour	will	be	reported	to	police	

authorities	immediately	and	will	result	in	immediate	termination	of	enrolment.	

Other	behaviour	which	discriminates	against	or	harasses	another	person	will	result	in	

actions	which	reflect	the	seriousness	of	the	individual	circumstances.	These	may	include	

one	or	a	combination	of	the	following:	

 

• Counselling;	
	
• Apology;	
	
• Conciliation	/	mediation;	
	
• Warning	for	termination	of	enrolment	with	a	probationary	period;	or	
	
• Termination	of	enrolment.	

 

In	the	case	of	contractors	who	discriminate	against	or	harass	another	person,	this	will	result	

in	a	withdrawal	of	the	service	contract	immediately.	

 

Where	to	get	more	information	or	help	
 

The	following	agencies	can	provide	additional	information	and	support	services	to	

GET	Education	Australia	in	maintaining	a	working	environment	which	is	free	from	

discrimination	and	harassment:	
 

• Human	Rights	and	Equal	Opportunity	Commission	o	
 

General	enquiries:	(02)	9284	9600	
 

o	Complaints	Info	line:	1300	656	419	
 

o	General	enquiries	and	publications:	1300	369	711	
 

o	Website:	www.humanrights.gov.au	
 

• Queensland	Anti-Discrimination	Commission	o	
 

Telephone:	(07)	3247	0900	
 

o	Toll	free:	1300	130	670	
 

o	Website:	www.adcq.qld.gov.au	
 

o	Email:	adcq@justice.qld.gov.au	
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Behaviour	Misconduct	
 

 

GET	Education	Australia	seeks	to	provide	an	environment	that	is	free	from	

unacceptable	behaviour	and	promotes	a	positive	learning	environment	for	all	

students.	

 

This	policy	seeks	to	encourage	acceptable	behaviour	and	to	inform	all	staff	and	students	

about	the	GET	Education	Australia	standards	of	behaviour.	

 

What	is	behaviour	misconduct?	
 

Behaviour	misconduct	is	defined	as	actions	that	breach	the	GET	Education	Australia	policies.	
 

 

This	includes	but	is	not	limited	to:	
 

• Breaches	of	Commonwealth	or	State	law	which	impact	on	RTO	operations	

	

• Behaviour	that	impairs	the	reasonable	freedom	of	other	persons	(staff,	clients,	

students	or	others)	to	pursue	their	studies	or	work	and	participate	in	the	activities	of	

the	RTO	
	
• Refusing	or	failing	to	identify	themselves	truthfully	
	
• Any	act	or	failure	to	act	that	endangers	the	safety	or	health	of	any	other	person	
	
• Actions	that	impair	any	person’s	participation	in	a	legitimate	RTO	activity	or,	by	act	

or	omission	disrupts	the	peace	or	good	order	of	the	RTO	
	
• Acting	in	a	way	that	causes	students	or	staff	or	other	persons	within	the	RTO	to	fear	

for	their	personal	safety	
	
• Acting	in	a	way	that	causes	damage	to	RTO	property		
• Wilfully	obstructing	or	disrupting	any	official	RTO	meeting,	ceremony,	activity,	class	

or	examination/assessment	
	
• Any	form	of	harassment,	whether	based	on	gender,	race,	age,	sexual	

preference	or	religious	belief	
	
• Wilfully	damaging	or	wrongfully	dealing	with	any	RTO	property,	or	the	property	

within	the	RTO	of	any	person,	including	theft	
	
• Being	under	the	influence	of	prohibited	drugs	and/or	substances	including	alcohol		
• Trespassing	or	knowingly	entering	any	place	within	the	premises	of	the	RTO	that	is	out	

of	bounds	to	students	
	
• Making	a	false	representation	as	to	a	matter	affecting	student	status	
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• Possession	of	dangerous	articles	or	banned	substances	

	

• Abusive	behaviour	

 

You	must	at	all	times	maintain	a	high	standard	of	behaviour	while	engaged	in	RTO	

activities	either	within	the	premises	of	the	RTO	or	at	another	designated	training	

location.	

 

Access	and	Equity	Policy	

 

GET	Education	Australia	is	committed	to	offering	equal	opportunity	to	everyone	to	access	and	

participate	in	learning	in	a	quality	education	environment.	This	policy	outlines	that	commitment	

to	our	students	as	we	make	every	effort	to	ensure	students	are	treated	fairly	and	with	respect,	

regardless	of	their	background,	nationality,	disability	or	sexuality.	

 

GET	Education	Australia	is	committed	to	access	and	equity	principles	and	processes.	We	

acknowledge	and	ensure	that	regardless	of	cultural	background,	gender,	sexuality,	disability	or	

age,	our	students	are	provided	with	a	learning	environment	that	is	free	from	discrimination	and	

harassment.	All	GET	Education	Australia	students	are	treated	in	a	fair	and	considerate	manner.	

 

GET	Education	Australia	continually	seeks	to	offer	its	scope	of	courses,	at	various	locations	

including	regional	and	on	the	job	training	to	constantly	improve	access	to	potential	students.	

 

As	a	Registered	Training	Organisation	(RTO)	it	is	the	responsibility	of	GET	Education	Australia	to	

create	and	maintain	an	environment	of	access	and	equity,	to	maximise	outcomes	for	its	

students.	GET	Education	Australia	cooperates	with	the	National	VET	Regulator	(ASQA)	to	

ensure:	

 

• Students	are	provided	with	all	the	necessary	information	at	pre-enrolment	to	make	an	

informed	decision	on	the	services	and	courses	provided	by	the	us.		

	

• We	do	not	exclude	potential	students	on	nationality,	gender,	age,	background,	disability	

or	sexuality.		

	

• Students	will	be	provided	with	every	reasonable	opportunity	to	enrol	and	are	provided	

with	information	on	how	to	access	the	services	they	require	to	successfully	complete	

their	chosen	course.		
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• Student’s	individual	needs	are	addressed	and	students	will	be	provided	with	support	

services	where	it	is	within	our	scope	of	services,	or	we	refer	the	student	to	appropriate	

external	providers.	 	

	

• Assessment	tools	and	decisions	are	fair,	flexible,	valid	and	fair	to	ensure	quality	

outcomes	for	students.	 	

 

Access	generally	refers	to	the	ability	to	enter	training.	Improving	access	may	include	improving	

physical	access	to	a	training	venue	and	ensuring	that	selection	criteria	and	marketing	activities	

encourage	all	potential	students	to	undertake	learning	to	improve	their	career	prospects	

despite	an	individual’s	age,	gender,	nationality,	disability	and	sexuality.	

 

Equity	is	the	term	used	to	address	issues	relating	to	access	to,	participation	in	and	achievement	

of	Vocational	Education	and	Training	(VET)	outcomes.	Equity	issues	may	range	from	providing	a	

supportive	learning	environment	to	adjusting	assessments	to	meet	the	needs	of	the	individual	

student,	including	policies	on	fees	and	the	development	of	inclusive	training	materials.	

 

Equity	is	about	treating	students	as	individuals	and	recognising	the	differences.	It	is	about	

ensuring	that	all	people	and	all	groups	of	people	participate,	have	the	opportunity	to	reach	

their	potential,	make	choices	and	receive	responsive	and	appropriate	products	and	services	

 

All	application	enquires	are	transferred	to	GET	Education	Australia	staff	or	trainers	to	ensure	

the	potential	student	is	provided	with	accurate	and	up	to	date	information	on	the	relevant	

course	and	terms	and	conditions	of	becoming	a	student	at	GET	Education	Australia	prior	to	

enrolment.	This	allows	individuals	to	discuss	their	career	aspirations,	styles	of	learning	and	

perceived	barriers	to	study	to	ensure	that	our	services	match	their	expectations	and	learning	

outcomes.	
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Child	Protection	
 

 

GET	Education	Australia	does	not	generally	deliver	training	to	persons	under	18	years	of	age.	

We	acknowledge	however	that	we	have	a	responsibility	to	the	children	who	come	into	contact	

with	our	staff	and	the	families	of	those	children	to	ensure	that	children	are	protected	from	any	

type	of	abuse.	It	is	certainly	the	case	that	training	staff	may	come	into	contact	with	children	

during	the	delivery	of	training	and	assessment	services.	GET	Education	Australia	staff,	students	

and	other	representatives	have	a	legal,	moral	and	ethical	responsibility	to	protect	these	

children.	

 

GET	Education	Australia	staff	who	are	required	to	deliver	training	or	assessment	services	

to	persons	under	18	years	of	age	will	be	required	to	have	a	‘Positive	Notice	Blue	Card	for	

Child	Related	Employment’.	
 

Scope	and	application	

 

This	policy	is	applicable	to	all	GET	Education	Australia	staff,	management,	students	and	

contractors	
 

 

Relevant	legislation	
 

Due	to	the	nature	of	the	services	we	provide	in	delivering	training	nationally,	the	following	

legislation	is	applicable	in	the	Commonwealth,	State	and	Territory	jurisdictions	in	which	we	

operate:	

 

Commonwealth:	Child	Protection	Act	1999	Queensland:	The	Child	Protection	Act	1999	

 

Commission	for	Children	and	Young	People	Act	2000	
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Privacy	
 

 

GET	Education	Australia	takes	the	privacy	of	students	very	seriously	and	complies	with	

all	 legislative	 requirements.	 These	 include	 the	 Privacy	 Act	 1988	 and	 National	 Privacy	

Principles	(2008).	

 

Information	is	only	shared	with	external	agencies	such	as	the	National	VET	Regulator	to	

meet	our	compliance	requirements	as	an	RTO.	All	information	shared	is	kept	in	the	

strictest	confidence	by	both	parties	and	is	available	on	request.	

 

In	some	cases	we	are	required	by	law	or	required	by	the	Standards	for	NVR	Registered	

Training	Organisations	to	make	student	information	available	to	others	such	as	the	National	

Centre	for	Vocational	Education	and	Research.	In	all	other	cases,	we	will	seek	your	written	

permission	for	such	disclosure.	Where	written	permission	is	required,	this	will	be	gained	by	

using	the	Information	Release	Form.	
 

Photography	privacy	
 

At	GET	Education	Australia	we	recognise	that	in	some	circumstances	there	are	sensitivities	

relating	to	the	taking	of	photographs.	This	is	particularly	relevant	to	capturing	images	of	

children.	

 

We	may,	from	time	to	time,	wish	to	take	photos	of	training	activities	we	are	conducting.	When	

these	 instances	 arise	 in	 an	 environment	 external	 to	 our	 own	 training	 facilities,	 we	 will	 first	

obtain	permission	from	the	premises	owner	or	manager.	

 

If	you	do	not	wish	to	be	photographed	or	videoed	you	should	inform	the	trainer	who	will	

endeavour	to	comply	with	your	wishes.	However,	no	guarantee	is	given	that	your	image	will	

not	appear	by	accident	or	as	a	consequence	of	your	participating	in	the	activity	then	being	

photographed	or	videoed.	
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GET	Education	Queensland	Government	Funding	Programs	

 

 

QLD	VET	Investment	Program	

 

The	QLD	VET	Investment	funding	program	provides	Queenslanders	with	access	to	government	

subsidised	training.	By	choosing	one	of	GET	Education	Australia’s	Certificate	III	or	Higher	Level	

Skills	courses	you	can	continue	your	educational	journey	towards	university	or	career	

advancement	in	a	priority	industry	

 

CERTIFICATE	3	GUARANTEE	(C3G)	

 

The	Certificate	3	Guarantee	gives	eligible	Queenslanders	access	to	a	government	subsidised	

training	place,	up	to	and	including	their	first	post-school	certificate	level	III	qualification	in	

priority	training	areas.	The	Certificate	3	Guarantee	subsidy	for	a	course	is	paid	to	the	training	

provider	to	reduce	the	cost	of	the	certificate	III	course	to	the	student.	

 

An	additional	requirement	for	Certificate	3	Guarantee	a	student	must	not	hold	or	be	already	

undertaking	a	certificate	III	or	higher	level	qualification	(certificate	III	qualifications	completed	

at	school	are	not	counted).	And	for	the	Higher	Level	Skills	Program	not	hold,	and	not	be	

enrolled	in,	a	certificate	IV	or	higher-level	qualification,	not	including	qualifications	completed	

at	school	and	foundation	skills	training.	

 

Do	I	need	to	contribute	to	the	cost	of	C3G	training?	
 

Given	the	benefits	that	training	provides	to	individuals,	students	undertaking	certificate	III	

training	and	non-	concessional	students	undertaking	lower	level	training	are	required	to	

contribute	to	the	costs	of	their	training	through	a	co-contribution	fee.	The	amount	of	your	out-

of-pocket	expense	will	vary	depending	on	the	course	you	undertake	and	the	training	provider	

you	choose.	The	fee	may	be	paid	on	your	behalf	by	an	employer	or	another	third-party	but	

cannot	be	paid	or	waived	by	GET	Education	Australia.	

 

For	student	contribution	Refer	to	our	QLD	Funding	Tab	on	our	website:	www.get.edu.au	
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HIGHER	LEVEL	SKILLS	(HLS)	

 

The	Higher	Level	Skills	program	provides	eligible	individuals	with	access	to	a	subsidised	training	

place	in	selected	certificate	IV	level	and	above	qualifications/priority	skill	sets.	The	Higher	Level	

Skills	program	is	aimed	towards	students	who	require	higher	level	skills	that	will	help	to	secure	

employment	or	career	advancement	in	a	priority	industry	or	transition	to	university	to	continue	

their	studies.	

 

Do	I	need	to	contribute	to	the	cost	of	HLS	training?	
 

Given	the	increased	benefits	that	you	can	gain	from	higher	level	training,	you	are	expected	to	

contribute	to	the	cost	of	your	training	through	a	student	co-contribution	fee,	payable	to	the	

training	provider.	The	amount	of	fees	varies	depending	upon	the	course	you	undertake	and	the	

training	provider	you	choose.	
 

The	fee	may	be	paid	on	your	behalf	by	an	employer	or	a	third	party	but	cannot	be	paid	or	

waived	by	the	PQS.	

 

To	be	eligible	for	C3G	or	HLS	funding	a	student	must:	

 

• be	15	years	of	age	or	older 
 

• have	finished	secondary	school	or	left	school 
 

• Queensland	resident	–	an	Australian	Citizen	or	permanent	resident	living	in	Queensland,	

or	a	New 

 

Zealand	citizen	permanently	residing	in	Queensland.	

 

Note:	Eligible	individuals	must	understand	that	the	entitlement	under	the	Certificate	3	

Guarantee	and	the	Higher	Level	Skills	Program	is	for	one	Government	subsidised	

training	place	in	a	funded	certificate	III	or	HLS	qualification.	It	is	very	important	that	you	

take	the	time	to	consider	and	compare	your	training	options	and	costs,	before	signing	

an	enrolment	form	or	committing	to	a	course	of	study	which	will	use	up	your	

entitlement.	
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Legislative	requirements	
 

 

GET	Education	Australia	is	subject	to	legislation	related	to	training	and	assessment	as	well	as	

general	business	practice.	This	legislation	governs	our	obligations	as	a	Registered	Training	

Organisation	(RTO),	our	obligations	to	you,	the	student,	and	relates	to	the	industry	in	which	

we	conduct	training.	

 

This	legislation	is	continually	being	updated	and	all	GET	Education	Australia	

representatives	are	made	aware	of	these	changes	as	they	occur.	
 

The	legislation	that	particularly	affects	the	delivery	of	our	training	and	assessment	services	

includes	both	Commonwealth	and	Queensland	legislation.	On	the	following	page	are	2	lists	of	

the	legislation	that	GET	Education	Australia	must	abide	by.	
 

Commonwealth	legislation:	

 

• National	Vocational	Education	and	Training	Regulator	Act	2011	
	
• Legislative	Instruments	Act	2003	
	
• Occupational	Health	and	Safety	Act	1991	
	
• Human	Rights	and	Equal	Opportunity	Act	1986	
	
• Age	Discrimination	Act	2004	(Cwth)	
	
• Disability	Discrimination	Act	1992	
	
• Disability	Standards	for	Education	2005	
	
• Racial	Discrimination	Act	1975	
	
• Racial	Hatred	Act	1995	
	
• Sex	Discrimination	Act	1984	
	
• Privacy	Act	1988	and	National	Privacy	Principles	(2001)	
	
• Workplace	Relations	Act	1996	
	
• Skilling	Australia’s	Workforce	Act	2005	
	
• Child	Protection	Act	1999		
• Copyright	Act	1968	
	
• Trade	Practices	Act	1974	

 

To	read	these	acts,	access	the	Commonwealth	legislation,	refer	to	the	following	web	site:	
 

• http://www.comlaw.gov.au/	
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Queensland	legislation:	

 

• Vocational	Education	and	Training	(Commonwealth	Powers)	Act	2012	

• Vocational	Education,	Training	and	Employment	Act	2000	

• Vocational	Education,	Training	and	Employment	Regulation	2000	
	
• Work	Health	and	Safety	Act	2011	
	
• Workers'	Compensation	and	Rehabilitation	Act	2003	

• Child	Employment	Act	2006	
	
• Child	Protection	Act	1999	
	
• Fair	Trading	Act	1989	

 

To	read	these	acts,	access	the	Queensland	legislation,	refer	to	the	following	web	site:	
 

• http://www.legislation.qld.gov.au/OQPChome.htm	
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