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No te: This handbo o k is in transitio n fro m the 

Standards released in 2012 (SNR) to  the new 

Standards fo r RTOs 2015. It sho uld be read in 

co njunctio n with the Student (including  pre-

enro lment info rmatio n) and the Staff 

Handbo o k. Always refer to  the latest versio ns 

published o n the web. 
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Pre face : Abo ut This Handbo o k 

 

This handbo o k has been created to  do cument 

and pro cedures (P&Ps). It sho uld be read in co njunctive with the relevant Staff Handbo o k and/o r Student 

Handbo o k. The P&P handbo o k is designed fo r bo th staff and students at GRCI. The purpo se o f the 

handbo o k is to  specify the po licies and pro cedures within o ur o rganisatio n and to  pro vide info rmatio n 

relevant to  bo th students and staff. The handbo o k is divided into  two  sectio ns: 

 

 Sectio n 1  Organisatio nal Po licies and Pro cedures 

 Sectio n 2  Training  Po licies and Pro cedures. 

 

The RTO  Manager and the Pro fessio nal Develo pment Manager are  respo nsible  fo r: 

 

 Maintaining  the master co py o f this handbo o k 

 Distributing  amendments as they are issued  

 Overseeing  the actio ning  o f Pro blems/Co mments/ Reco mmendatio ns fo r Change fo rms, and  

 Co o rdinating  the annual review o f this handbo o k. 

 

Any queries regarding  the info rmatio n co ntained in this handbo o k will be directed to  the Pro fessio nal 

Develo pment Manag er as fo llo ws: 

 

Tel: +612 9290 1788  

Email: educatio n@theGRCinstitute.o rg   

 

PROBLEMS/COMMENTS/RECOMMENDATIONS FOR CHANGE 

This fo rm is designed to  pro vide an o ppo rtunity fo r co mments o n the co ntent and layo ut o f the 

handbo o k.  The feedback can be pro vided as a hard co py direct to  the Pro fessio nal Develo pment 

Manager 

 

Refer to  Annex B. 
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Ab b reviatio ns 

 
 

Acronym Extension 

ACPET Australian Council of Private Education and Training 

AEI Australian Education International 

AQTF Australian Quality Training Framework (replaced by SNR) 

ASQA Australian Skills Quality Authority 

ATO Australian Tax Office 

AusLIST Lists Australian institutions and courses available to overseas in their 
own country e.g. via distant learning. AusLIST comes under AEI. 
NOTE: AusLIST was decommissioned on 1 July 2014. GRCI now 

Quality Strategy (TQS) 

DE Australian Department of Education (replaces DEEWR) 

DEEWR Now DE Department of Education 
Department of Education, Employment and Workplace Relations 

DIICCSRTE The Department of Industry, Innovation, Climate Change, Science, 
Research and Tertiary Education 

NSSC National Skills Standards Council decommissioned in April 2014 and 
replaced by COAG Industry and Skills Council 

GRC Governance Risk Management and Compliance 

GRCI Governance Risk Management and Compliance Institute (previously 

ACI: Australasian Compliance Institute) 

NVR National VET Regulator 

RPL Recognition of Prior Learning 

RTO Registered Training Organisation 

SI Student Identifier 

SNR Standards of the National Vocational Education & Training (VET) 
Regulator (NVR) for Registered Training Organisation (RTO) 

SRTO(2015) Standards for Registered Training Organisations (RTOs) 2015 

TQS Transnational Quality Strategy (under AEI) for offshore delivery of 

Australian courses 

VET National Vocational Education & Training 

VETAssess Vocational Education and Training Assessment 

WHS Workplace Health and Safety 
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SECTION ONE: ORGANISATIONAL 

POLICIES AND PROCEDURES 
 

Welco me 
We welco me yo u to  GRCI. 

 

GRCI is Australasia's peak industry bo dy fo r co mpliance, risk and go vernance pro fessio nals.  We serve o ur 

members and co ntribute to  their co mmunities by: 

 

 Engaging  with go vernment to  enco urage balanced and pragmatic regulatio n; 

 Sharing  o ur co mpliance kno wledge and experience to  assist members' o rganisatio ns in effectively 

addressing  market and co mmunity expectatio ns; 

 Develo ping  critical co mpetencies fo r co mpliance pro fessio nals with o ur hig hly respected 

accreditatio n pro gram; and  

 Representing  members with a clear and info rmed vo ice o n the emerg ing  challenges impacting  o ur 

pro fessio n. 

 

Refer to  the o rganisatio nal chart in this do cument. 
 

 

  

O ur Missio n 
GRCI exists to  be the preeminent bo dy fo r co mpliance and enterprise risk management pro fessio nals 

acro ss the Asia Pacific reg io n with a stro ng  fo cus o n the develo pment o f business go vernance practices. 

We pro vide leadership and advo cacy o n behalf o f o ur members, with a stro ng  fo cus o n the develo pment 

o f their expertise  in business go vernance practices that suppo rt the achievement o f their o rganisatio n's 

o bjectives. 
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Ab o ut This Do cument 
 

 

This Po licies and Pro cedures Handbo o k has been prepared to  info rm yo u o f the po licies and o peratio nal 

pro cedures that apply to  all students and emplo yees o f GRCI and to  help yo u understand the benefits 

GRCI can also  o ffer them. 

 

It is part o f o ur practice to  keep o ur students and staff info rmed o f the po licies, pro cedures and practices 

o f GRCI and as any change are added to  these, all will be updated o n o ur web site and sent to  staff and 

students in PDF fo rmat.  Yo ur suppo rt in reading , understanding  and co mplying  with the co ntents o f the 

handbo o k is essential to  the wellbeing  o f all students, staff and GRCI. 

 

Co ngratulatio ns o n yo ur decisio n to  jo in us and best wishes fo r o ur mutual success. 

 

Regards, 

 

 
 

Martin To lar 

Managing  Directo r 
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Co de  o f Ethics 
 

All Members o f GRCI, including  staff and students, agree, as a co nditio n o f membership, to  be bo und by 

this Co de o f Ethics and in so  do ing , g ive co nfidence to  tho se with who m they wo rk, meet o r interact as to  

the standard o f behavio ur that can be expected. At its co re, co mpliance implies acceptance, ado ptio n and 

achievement o f particular standards o f behavio ur and business o peratio ns whether enshrined in law, 

regulatio n, co de, standard, co nventio n, o r co mmunity expectatio n.  

As leaders in co mpliance, ethics and go vernance, Members will: 

 At all times act with ho nesty, integrity and pro bity and no t kno wingly mislead anyo ne, including  

co lleagues, clients, and reg ulato rs; 

 Co mply with all relevant Co mmo nwealth, State and Territo ry laws, as well as any relevant laws o f 

o ther co untries and seek to  have their o rganisatio n, clients and members o f the bro ader co mmunity 

do  likewise; 

 Wo rk to  establish and fo ster a culture o f co mpliance and go o d co rpo rate citizenship within their 

o rganisatio n and the bro ader co mmunity;  

 Repo rt all co rrupt, illegal and unethical co nduct to  the appro priate perso n within the o rganisatio n;  

 Respect the principles o f equal o ppo rtunity and cultural diversity and enco urage a culture o f 

o penness and trust; 

 Make o bjective and impartial decisio ns based o n careful research and investigatio n and  enco urage 

o pen and ho nest dealing s with regulato rs, staff at all levels and bo ards;  

 Pro tect the co nfidentiality o f info rmatio n made available to  them, subject to  any legal o bligatio ns to  

disclo se; 

 Be alert to  co nflicts o f interest and take appro priate steps to  declare and deal with them; 

 Seek inno vative so lutio ns to  pro blems and challenges and wo rk to  achieve co ntinuo us impro vement 

to  help o rganisatio ns meet, o r exceed, all relevant leg al, industry, safety, enviro nment and o ther 

statuto ry requirements; 

 Understand their duties and o bligatio ns and ho w they are to  be perfo rmed ensuring  that they have 

established effective repo rting  and acco untability lines;  

 Pro vide a hig h standard o f service to  all they deal with in perfo rming  their duties and o bligatio ns; and 

 Maintain and develo p necessary levels o f pro fessio nal skills and current kno wledg e to  excel in their 

co mpliance duties. 
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Leg islatio n and Po lic ies 
SNR 20 Co mpliance with Leg islatio n 

20.1 The  NVR re giste re d training o rganisatio n must comply with re le vant Commonwe alth, State  o r 

Te rrito ry le g islation and re gulatory re quire me nts re le vant to  its ope rations and its scope  o f re gistration. 

20.2 The  NVR re giste re d training o rganisatio n must e nsure  that its staff and clie nts are  fully info rme d o f 

le gislative  and re gulatory re quire me nts that affe ct the ir dutie s o r participation in vocational e ducation and 

training. 

SRTO (2015) 

Standard 8.5 The  RTO complie s with Commonwe alth, State  and Te rrito ry le g islation re gulatory 

re quire me nts re le vant to  its ope rations.  

Standard 8.6. The  RTO e nsure s its staff and clie nts are  info rme d o f any change s to  le gislative  and 

re gulatory re quire me nts that affe ct the  se rvice s de live re d. 

 

Re le vant GRCI Po licies to  b e  co mplied  with b y all staff and stude nts:  

 
SNR/ SRTO  and ASQ A 
The Standards o f the Natio nal Vo catio nal Educatio n & Training  (VET) Regulato r (NVR) fo r Reg istered 

Training  Organisatio n (RTO ) o r SNR are the natio nal set o f standards which assures natio nally co nsistent, 

high-quality training  and assessment services fo r the c

training  (VET) system. Revo catio n o f the Standards for NVR Re giste re d Training Organisatio ns 

2012 takes effect o n 1 April 2015. 

http://www.asqa.gov.au/about-asqa/national-vet-regulation/standards-for-nvr-registered-training-

organisations.html  

The Standards fo r Reg istered Training  Organisatio ns (RTOs) 2015 fo rm part o f the VET Quality Framewo rk, 

a system which ensures the integrity o f natio nally reco gnised qualificatio ns. SRTO  set o ut the 

requirements that an o rganisatio n must meet in o rder to  be an RTO; ensure that training  pro ducts 

delivered by RTOs meet the requirements o f GR  VET accredited co urses, and have integrity fo r 

 

 

Training  staff need to  be aware o f the training  and assessment co nditio ns and standards in the SNR and 

SRTO.  Yo u can find o ut mo re info rmatio n fro m vario us websites. 

 

The SNR and SRTO require  trainers to  have as a minimum a Certificate IV in Training  and Assessment, 

(usually referred to  as TAE) o therwise that trainer must wo rk under the direct supervisio n o f so meo ne who  

do es. Co nsistent with this standard, GRCI requires that all training  and assesso r staff o btain the Certificate 

IV in Training  and Assessment (Schedule 1 SRTO 2015) within 2 years o f beg inning  wo rk with GRCI.  The 

Certificate IV co urse includes detailed info rmatio n abo ut the SNR and eventually SRTO. 

 

GRCI must meet the SNR Essential Co nditio ns and Standards fo r Co ntinuing  Registratio n (and SRTO 2015) 

in o rder to  deliver and assess natio nally reco g nised training  and issue natio nally reco gnised qualificatio ns.  
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The SNR Esse ntial Standards fo r Continuing Re gistration have a stro ng  fo cus o n co ntinuo us impro vement, 

as well as a requirement fo r Reg istered Training  Organisatio ns (RTO) to  g ather info rmatio n o n their 

perfo rmance.  

 

The Quality Indicato rs have been designed to  help RTOs co nduct evidence -based and o utco mes-fo cused 

Under the SNR, RTOs are required to  co llect and use data o n key Quality Indicato rs which was o rig inally 

endo rsed by Natio nal Skills Standards Co uncil (NSSC) and no w under the COAG Industry and Skills 

Co uncil: Learner Eng agement, Emplo yer Satisfactio n and Co mpetency Co mpletio n. 

 

and training  secto r. ASQA regulates co urses and training  pro viders to  ensure natio nally appro ved quality 

standards are  met.  Fo r mo re info rmatio n, their website is http://www.asqa.gov.au  

 
Wo rk He alth and  Safety Act 2011  

The Wo rk Health and Safety Act 2011 pro vides a framewo rk fo r managing  health and safety risks in 

Australian wo rkplaces. The o bjective o f the Act is to  prevent fatalities, injuries and illness caused by a 

wo rkplace, by wo rkplace activities o r by a specified hig h risk plant - this is achieved by preventing  o r 

minimising  expo sure to  risk. All o rganisatio ns must co mply with this Act, regardless o f the types o f 

services and/ o r pro ducts they pro vide o r sell. Fo r mo re info rmatio n visit: 

http:/ /www.co mlaw.g o v.au/Series/ C2011A00137  

 

Wo rkplace Health and Safety Po licy 

GRCI is co mmitted to  ensuring  a safe and healthy wo rkplace fo r all emplo yees. GRCI co nduct regular 

audits o f their health and safety practices and all emplo yees are expected to  participate in the regular 

safety and evacuatio n drills. 

 

GRCI WHS o bjectives are : 

 To  prevent perso nal injury and to  safeguard against fo reseeable hazards 

 To  enco urage educatio n and awareness o f WHS 

 To  ensure that GRCI co mplies with leg islative requirements 

 To  pro vide appro priate medical and first aid facilities to  safeg uard emplo yee health and welfare  

 To  achieve by jo int co nsultatio n the effective co o peratio n and invo lvement o f all emplo yees in 

 

 As an emplo yer, GRCI will ensure the health, safety and welfare o f its emplo yees including : 

 Pro viding  the info rmatio n, instructio n, training  and supervisio n necessary to  ensure the health and 

safety at wo rk o f emplo yees 

 Pro viding  and maintaining  equipment and systems o f wo rk that are safe and witho ut risk to  health 

 Ensure co mpliance with WHS leg islatio n, agreements and standards 

 Making  arrangements fo r ensuring  the safe use, handling , and sto rage o f equipment 

 Enco urage effective  injury and illness repo rting , reco rding  and investigatio n 

 Pro vide effective rehabilitatio n measures fo r emplo yees who  suffer wo rk related injuries and illness. 
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All emplo yees have a respo nsibility to  ensure wo rkplace safety. Senio r level management will mo nito r the 

safe wo rking  enviro nment. 

 

The fo llo wing  po ints o utline the rang e o f respo nsibilities attributable to  all GRCI emplo yees. It is expected 

that every emplo yee shall take all practicable steps to  ensure: 

  

 That no  actio n o r inactio n o f the emplo yee while at wo rk causes harm to  any o ther perso n 

 They eliminate if practicable, o r o therwise iso late o r minimise, all sig nificant hazards and repo rt to  the 

Natio nal Manager o r their manager immediately every hazard o r safety pro blem that they no tice  

 Repo rt any accidents, injuries o r incidents to  the Natio nal Manager as so o n as po ssible  

 If any emplo yee is uncertain abo ut anything  in relatio n to  wo rkplace safety, they must no t pro ceed 

with what they are do ing  and directly ask the Natio nal Manager 

 To  read the Wo rkplace Health and Safety No tice Bo ard o n a reg ular basis 

 The Natio nal Manager is the Wo rkplace Health and Safety Representative. The Natio nal Manager 

pro vides a clear reference to  all the safety strateg ies in place at GRCI. 

 

 
Equal Emplo yment O ppo rtunity 

It is the po licy o f GRCI to  pro vide equal emplo yment o ppo rtunity at every level witho ut regard to : 

 Race 

 Creed 

 Co lo ur 

 Relig io n 

 Sex 

 Sexual preference  

 Age 

 Natio nal o rig in 

 Disability 

 Family respo nsibilities 

 Pregnancy 

 Po litical o pinio n 

These po licies apply to  all phases o f emplo yment o ppo rtunity, including  but no t limited to , recruitment, 

hiring , jo b assig nment, pro mo tio ns, transfers, co mpensatio n, terminatio n, disciplinary actio ns, access to  

benefits and training , and use o f facilities. 

Emplo yment decisio ns at GRCI will be based o n merit, qualificatio ns and abilities. 

 

Any emplo yee with questio ns o r co ncerns abo ut any type o f discriminatio n in the wo rkplace are 

enco uraged to  bring  these issues to  the attentio n o f their Manager, the MD, o r the external grievance 

suppo rt o fficer. 
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Emplo yees can raise co ncerns and make repo rts witho ut fear o f reprisal. Anyo ne fo und to  be engag ing  in 

any type o f unlawful discriminatio n will be subject to  disciplinary actio n, up to  and including  terminatio n o f 

emplo yment. 

 

Anti-d iscriminatio n 

GRCI is co mmitted to  ensuring  that all o f its representatives, students, visito rs, suppliers etc. are treated 

fairly and equally in their emplo yment and training . 

 All o ppo rtunities are determined o n the basis o f merit witho ut regard to  natio nality, race, relig io n, 

sex, sexuality, marital status, pregnancy, po litics o r impairment 

 Trainer/assesso rs are acco untable fo r the implementatio n o f this po licy 

 GRCI and its representatives have a respo nsibility to  pro vide an enviro nment, which is free either 

directly o r indirectly fro m any fo rm o f discriminatio n, harassment, insult, ridicule , victimisatio n o r 

bullying  

 

Harassment Po licy 

GRCI

relatio nships free o f harassment. 

 

Fo r the purpo ses o f this po licy: Sexual harassment includes making  an unwelco me sexual advance o r 

engaging  in co nduct o f a sexual nature where the perso n co ncerned may be o ffended, humiliated o r 

intimidated. Sexual harass

presence. 

 

So me examples o f o ther no n-to lerable harassment include: 

 Verbal abuse o r co mments that put do wn o r stereo type peo ple  generally, o r an individual 

particularly, because o f their age, sex, pregnancy, race , sexuality, disability, o r marital status. 

 Material that is racist, sexist, ageist, sexually explicit, anti-gay, anti-transgender etc., that is displayed 

ut o n a co mputer screen, in an 

e-mail o r a fax. 

 Jo kes based o n gender, race, marital status, sexuality, disability, age o r marital status. 

 Repeated invitatio ns when the perso n has refused a similar invitatio n previo usly. 

 

If yo u experience any behavio ur that yo u co nsider to  be harassment please no tify yo ur Manager, the 

Natio nal Manager o r the external grievance o fficer. They will suppo rt yo u to  take fo rmal actio n if required. 

 

Se xual harassme nt 

All representatives o f GRCI are required to  no te and agree to  co mply fully with the regulatio ns 

and leg islatio n preventing  sexual harassment and ensure that all training students are made 

aware o f and co mply with such regulatio ns and leg islatio n requirements.   

 

The guidelines are: 

Sexual harassment includes but is no t limited to : 
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 Making  unso licited and unwelco me written, verbal, physical o r visual co ntact with sexual o ver to nes 

(fo r example: jo kes, slurs, assault, to uch o r po sters) 

 Co ntinuing  to  express sexual interest after being  info rmed that the interest is unwelco me o r Intrusive 

questio ns o r innuendo  o f a sexual nature. 

 Masking  reprisals, threats o f reprisal o r implied threats o f reprisals fo llo wing  a neg ative respo nse. (fo r 

example, suggesting  a po o r perfo rmance repo rt will be g iven) 

 Engaging  in implicit o r explicit co ercive sexual behavio ur which is used to  co ntro l, influence o r affect 

the career, salary o r enviro nment o f ano ther 

 Offering  favo urs o r benefits such as pro mo tio ns, favo urable reviews, favo urable assigned tasks, etc. In 

return fo r sexual favo urs 

 

GRCI strives fo r an enviro nment free o f sexual harassment.  These po lices against harassment apply to  

bo th the training  and work enviro nments fo r students, staff and co ntracto rs. 

 

Anyo ne fo und to  be in vio latio n o f this po licy will be subject to  appro priate disciplinary actio n, which 

includes warnings, reprimand, suspensio n, dismissal o r cancellatio n o f co ntract. 
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Alco ho l and Substance  Abuse  Po licy 

It is GRCI

alco ho l, illegal and co ntro lled substances, o r misuse o f prescriptio n drugs. GRCI expects emplo yees and 

students to  repo rt fo r wo rk o r face to  face training  sessio ns in a co nditio n to  perfo rm their duties o r study 

safely, co mpetently and pro ductively. 

 

GRCI strictly pro hibits emplo yees and students fro m po ssessing , manufacturing , distributing , dispensing , 

co ncealing , selling  o r using  alco ho l (with the exceptio ns no ted belo w) o r pro hibited substances, o r being  

in an impaired co nditio n fro m any such substances, during  business o r training  sessio ns ho urs o r o n GRCI 

pro perty: 

 

Emplo yees may be suspended immediately pending  further investigatio n if: 

 They are fo und to  have  used o r to  be using  alco ho l, drugs o r co ntro lled substances o n GRCI 

premises. 

 They appear to  be under the influence o f drugs, co ntro lled substances o r alco ho l while o n GRCI 

premises. 

 They are fo und in perso nal po ssessio n o f drugs o r co ntro lled substances o n GRCI premises, including  

private vehicles, desks o r any o ther such repo sito ry. 

 

If use o r po ssessio n is substantiated, disciplinary actio n, up to  and including  terminatio n shall be impo sed. 

 

Unautho rised usage o r po ssessio n o f alco ho l shall no t include alco ho l co nsumed in the co urse o f 

leg itimate business o r end o f training  events attended by GRCI staff and students such as dinners, 

graduatio n, staff functio ns and GRCI spo nso red so cial functio n, as lo ng  as such co nsumptio n do es no t 

cause the emplo yee o r student to  vio late applicable  laws relating  acceptable  so cial behavio ur while  under 

the influence o f alco ho l. 

 

Co ntracto rs o r visito rs fo und in vio latio n o f the abo ve stated po licy will be refused entry to  o r be asked to  

leave GRCI premises. 

 

Failure to  abide by this po licy will result in disciplinary actio n up to  and including  terminatio n o f 

emplo yment o r o f enro lment. 

 
Re le vant Le g islatio n  

The fo llo wing  are summaries o nly. 

Fo r full details use the links to  each Act 

 

Or do wnlo ad many o f these  , Shared by: Peter Basell 

https://backup.filesanywhere.com/FS/v.aspx?v=8c6a648c58647479b0a2# 

 
Australian Q ualificatio ns Framewo rk 

Pathways to  mo ve between the educatio n and training  secto rs  

Reco g nitio n o f prio r learning  (RPL), including  credit transfer and experience  

Enco urages higher quality vo catio nal educatio n and training  (VET) thro ugh qualificatio ns that meet needs 

Natio nal and internatio nal reco gnitio n o f qualificatio ns o ffered in Australia. 
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http://www.aqf.edu.au/ 

 
Natio nal Vo catio nal Ed ucatio n and Training  Reg ulato r Act 2011  

This Act was intro duced in 2011 to  establish a co nsistent reg istratio n and accreditatio n framewo rk fo r 

vo catio nal educatio n and training , by applying  natio nally agreed standards.  Fo r mo re info rmatio n visit: 

http:/ /www.co mlaw.g o v.au/Details/C2012C00143    

 
 

Fair Wo rk Act 2009 

Fair Wo rk Amendment (state referral) Act 2009 

10 Natio nal Emplo yment Standards  

set minimum wages fo r award ,  

maximum weekly ho urs o f wo rk, leave, public ho lidays, no tice o f terminatio n and redundancy pay and so  

o n 

http://www.comlaw.gov.au/Series/C2009A00028 
http://www.comlaw.gov.au/Details/C2009A00124 

 
Australian Co nsumer Law (ACL) 2011 

Australian Co nsumer Law (ACL) 2011 aims to  pro vide  an equitable, co mpetitive, info rmed and safe market 

place. It makes pro visio ns in respect to  certain unfair o r undesirable  trade practices, and aims at regulating  

the supply o f go o ds and services.  

 

ACL is enfo rced by the Australian Co nsumer and Co mpetitio n Co mmissio n (ACCC) and State regulato rs. It 

empo wers the ACCC to  deal with co ntraventio ns, allo wing  fo r fines and also  ensuring  co nsumers are 

pro vided with minimum guarantees and warranties. Co mpliance with the ACL is a legal requirement and 

any co ntraventio ns o r co mplaints escalated by co nsumers are likely to  be  investigated by the regulato r 

Relevant aspects o f ACL are: 

 Dealing  with co nsumer transactio ns fo r go o ds o r services;  

Fees: Students are  info rmed upfro nt o f the to tal co st o f co urses, it is crucial that the sing le to tal fee is 

always displayed in a pro minent way within the same co llateral. 

 On the making  and enfo rcement o f info rmatio n standards;  

Marketing  co nduct and claims: ensuring  that materials and advice to  students is accurate and no t 

misleading  when pro mo ting  co urses and benefits. GRCI also  ensures that lo go s and titles are used in 

acco rdance with directio ns fro m ASQA and AQF 

http:/ /www.co nsumerlaw.g o v.au/co ntent/ Co ntent.aspx?do c=ho me.htm 

http:/ /www.co nsumerlaw.g o v.au/co ntent/ co ntent.aspx?do c=the_acl/ leg islatio n.htm 

 

Industrial Re latio ns Act 1988 

The principal o bjective o f the Industrial Relatio ns Act 1988 is the pro visio n o f a framewo rk fo r industrial 

relatio ns that suppo rts eco no mic pro sperity and so cial justice. Fo r mo re info rmatio n visit: 

http:/ /www.austlii.edu.au/au/ leg is/ cth/num_act/ ira1988242/   
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Co pyrig ht Act 1968 

Co pyright Act 1968 and Co pyright Amendment (Dig ital Agenda) Act 2000 

Hardco py and web/dig ital material 

Fo r study and research purpo ses yo u are allo wed to  co py up to  10% o r o ne chapter o f a bo o k o r o ne 

article per issue o f a jo urnal. Co pyright ro yalty payments apply fo r the repro ductio n abo ve this rule . There 

is no  permissio n to  co py so ftware unless permitted by the license  

http:/ /www.co mlaw.g o v.au/Series/ C2004A07378 

http:/ /www.co mlaw.g o v.au/Details/C2004C01235 

 

 

Equal O ppo rtunity 

 New So uth Wales Anti-Discriminatio n Act 1977  

 Queensland Anti-Discriminatio n Act 1991  

 So uth Australia Equal Oppo rtunity Act 1984  

 Victo ria Equal Oppo rtunity Act 2010 

 Western Australia Equal Oppo rtunity Act 1984 

 

The o bjectives o f Equal Oppo rtunity leg islatio n are  to  enco urage the identificatio n and eliminatio n o f 

discriminatio n, sexual harassment and victimisatio n and their causes, and to  pro mo te and facilitate the 

pro gressive  realisatio n o f equality. Fo r mo re info rmatio n go  to : 

http:/ /www.equalitylaw.o rg .au/elrp/ reso urces/  

 

Equal Emplo yment O ppo rtunity Act 1987  

Discriminatio n o ccurs if an emplo yee is treated less favo urably o n the basis o f a pro hibited gro und o f 

discriminatio n (sex, age, race, etc.). This is direct discriminatio n. 

Indirect discriminatio n o ccurs where there is a requirement fo r all but it impacts o n certain gro ups (such as 

peo ple o f a certain g ender) and is no t reaso nable in the circumstances.  

http://www.comlaw.gov.au/Series/C2004A03429 

 

 

Disab ility Discriminatio n Act 1992  

Disability Discriminatio n Amendment (Educatio n Standards) Act 2005 

Disability Discriminatio n and Other Human Rig hts Leg islatio n Amendment Bill 2009 

Disability Discriminatio n Regulatio ns 1996 

To  eliminate, as far as po ssible, discriminatio n against perso ns o n the gro und o f disability in the areas o f 

 

ns with disabilities have the same fundamental rights 

as o thers 

http://www.comlaw.gov.au/Series/C2004A04426 

http://www.comlaw.gov.au/Details/C2005A00019 

http://www.comlaw.gov.au/Details/C2009A00070 

http://www.comlaw.gov.au/Details/F2012C00527 
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Racial Discriminatio n Ac t 1975 

Racial discriminatio n o ccurs when so meo ne is treated less fairly than so meo ne else because o f their race, 

co lo ur, descent o r natio nal o r ethnic o rig in.  

Racial discriminatio n can also  o ccur when a po licy o r rule appears to  treat everyo ne in the same  way but 

actually has an unfair effect o n mo re peo ple o f a particular race, co lo ur, descent o r natio nal o r ethnic 

o rig in. 

 

Se x Discriminatio n Act 1984 

pro hibits discriminatio n o n the basis o f sex, marital status, pregnancy o r po tential pregnancy in a range  o f 

 

Eliminate sexual harassment. 

Create reco gnitio n and acceptance o f the principle o f the equality o f men and wo men. 

http://www.comlaw.gov.au/Search/Racial%20Discrimination%20Act%201975 

 

Ag e  Discriminatio n Act 2004 

To  eliminate, as far as po ssible, discriminatio n against perso ns o n the gro und o f age in the areas o f wo rk, 

educatio n, access to  premis etc  

To  allo w appro priate benefits and o ther assistance to  be g iven to  peo ple o f a certain age, particularly 

 

http://www.comlaw.gov.au/Series/C2004A01302 

 

Co mpetitio n and Co nsumer Act (CCA) 2010  

The o bject o f the Co mpetitio n and Co nsumer Act (CCA) 2010 is to  enhance the welfare o f Australians 

thro ugh the pro mo tio n o f co mpetitio n and fair trading , and thro ug h a pro visio n fo r co nsumer pro tectio n. 

Fo r mo re info rmatio n visit: http:/ /www.accc.go v.au/co ntent/ index.phtml/ itemId/815209  

 

Children, Yo uth and Families Leg islatio n 

 New So uth Wales Children and Yo ung  Perso ns (Care and Pro tectio n) Act 1998  

 Queensland Child Pro tectio n Act 1999  

  

 Victo ria Children, Yo uth and Families Act 2005  

 Western Australia Children and Co mmunity Services Act 2004  

 

The o bjectives o f the Children, Yo uth and Families leg islatio n is: 

 to  pro vide fo r co mmunity services to  suppo rt children and families 

 to  pro vide fo r the pro tectio n o f children 

 to  make pro visio n in relatio n to  children who  have been charged with, o r who  have been fo und g uilty 

o f, o ffences 

Fo r mo re info rmatio n visit: http:/ /www.aifs.go v.au/nch/pubs/sheets/ rs14/rs14.html 
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Privacy 

 

Privacy Act 1988 

Privacy Amend me nt (Private  Se cto r) Act 2000  

Privacy Amendme nt Act 2004 

Privacy Amendme nt Act 2014 

The Privacy Act 1988 makes pro visio n to  pro tect the privacy o f individuals, and fo r related purpo ses. It 

sho uld be no ted, ho wever, that the Federal Privacy Act do es no t regulate state o r territo ry agencies 

(except fo r the io ns must be  co llected.  

Students and staff have a right to  kno w who  will see the info rmatio n.  

Tho se in charge o f sto ring  the info rmatio n have o blig atio ns to  ensure it is secure. 

Students and staff will also  have the right to  access info rmatio n abo ut themselves. 

http://www.comlaw.gov.au/Search/Privacy%20Act%201988 
http://www.comlaw.gov.au/Search/Privacy%20Amendment%20Act%202004 

http:/ /www.o aic.go v.au/privacy/privacy-act/privacy-law-refo rm 

www.privacy.g o v.au/act/privacyact/ index.html 

The  Privacy Ame ndme nt Act 2014 established 13 Australian Privacy Principles (APP): 

APP 1  Open and transparent manag ement o f perso nal info rmatio n 

APP 2  Ano nymity and pseudo nymity 

APP 3  Co llectio n o f so licited perso nal info rmatio n. Hig  

APP 4  Dealing  with unso licited perso nal info rmatio n 

APP 5  No tificatio n o f the co llectio n o f perso nal info rmatio n 

APP 6  Use o r disclo sure o f perso nal info rmatio n 

APP 7  Direct marketing  

APP 8  Cro ss-bo rder disclo sure o f perso nal info rmatio n 

APP 9  Ado ptio n, use o r disclo sure o f g o vernment related identifiers 

APP 10  Quality o f perso nal info rmatio n 

APP 11  Security o f perso nal info rmatio n 

APP 12  Access to  perso nal info rmatio n 

APP 13  Co rrectio n o f perso nal info rmatio n 

 

The fo llo wing  statements summarise ho w GRCI abides by the APPs: 

 

 If it is lawful and practicable to  do  so , GRCI will g ive  peo ple the o ptio n o f interacting  ano nymo usly 

with it. 

 GRCI will o nly co llect perso nal info rmatio n that is necessary fo r its functio ns, activities and repo rting  

to  go vernment autho rities such as AVETMISS data.. 

 GRCI will use fair and lawful ways to  co llect perso nal info rmatio n. 

 GRCI will co llect perso nal info rmatio n directly fro m an individual if it is reaso nable and practicable to  

do  so . 

 GRCI will g et co nsent to  co llect sensitive info rmatio n unless specified exemptio ns apply. 

 At the time o f co llecting  perso nal info rmatio n o r as so o n as practicable afterwards, GRCI will take 

reaso nable steps to  make an individual aware o f: 

o why it is co llecting  info rmatio n abo ut them; 

o who  else it may g ive the info rmatio n to ; and 
o o ther specified matters. 
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The privacy principles that go vern the Institute  are: 

 Info rmatio n will o nly be o btained to  allo w the activities o f the Institute to  be undertaken 

 Members may inspect the Membership reg ister, but may no t take electro nic co pies 

 Only tho se members who  have g iven permissio n will have their perso nal details made available to  

o ther members 

 Membership info rmatio n o btained under a) will no t be used by Members except fo r the purpo ses o f 

the Institute  

 Membership info rmatio n will no t be pro vided to  third parties witho ut the co nsent o f the Member 

 Membership lists will no t be so ld, lent o r g iven to  third parties, including  Members fo r co mmercial 

gain except as may be required by law 

 Members will be asked when jo ining  and fro m time to  time, to  no minate the amo unt o f info rmatio n 

that may be revealed to  o ther Members 

 Attendees at events will be  invited to  no minate if their Name and Affiliatio n can be released to  o ther 

delegates 

Refer also  to  the web privacy statement. 
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Emerg e ncy Evacuatio n 

 please fo llo w their directio ns in the case o f 

Emergency Evacuatio n. Sho uld they be absent fro m the o ffice at the time o f the emergency please fo llo w 

the pro cedure o utlined belo w. 

 

Emerg e ncy Evacuatio n Pro cedure  

In the case o f an emergency when evacuatio n is required all emplo yees must fo llo w the specified 

evacuatio n pro cedures. Please use the clo sest fire exits in the case o f an emergency. Do  no t use the lifts. It 

is the respo nsibility o f all emplo yees to  ensure that their co -wo rkers are fo llo wing  pro cedure and exiting  

the area as quickly and safely as po ssible. Emplo yees must no t stay in the building  to  co llect o ther 

Co mpany pro perty. It is impo rtant they exit as quickly and safely as po ssible. All staff must adhere to  any 

directio ns g iven by any emergency services crews, sho uld they be  in attendance in an emergency. 

 

Stage 1. Vacate  

All emplo yees must quickly and calmly make their way to  the Fire exits. 

Stage 2. Assemble  

All emplo yees are to  g o  immediately to  the meeting  po int - Wynyard  Park  adjacent to  Wynyard Statio n 

and assemble there. 

PLEASE NOTE: In the case o f a Bo mb Threat a new lo catio n may be advised by 

Building  Management 

 

Emplo yees are no t to  leave this area unless all have assembled and agreed. Everyo ne sho uld speak to  

so meo ne in their business unit o r near desk lo catio n to  co nfirm their safety, and then in turn no tify their 

-site meeting  it 

their respo nsibility to  ensure their visito rs evacuate in the agreed manner and that they are present at the 

meeting  po int. 

 

Stage 3. Assess and Act o n the Situatio n 

It is impo rtant that everyo ne patiently waits fo r the emergency services to  arrive and co mplete their jo b, 

rather than trying  to  address the issue him o r herself. 

 

First Aid Officers will co mmence pro viding  essential first aid to  any injured emplo yee(s) while waiting  at 

the assembly area. 

 

It is impo rtant that thro ugho ut any emergency pro cedure all emplo yees: 

 Remain calm 

 Do  no t put o thers at unnecessary risk 

 Obey instructio ns fro m emergency services, OH&S Representatives, and in ho stage situatio ns - 

o ffenders 

 Emplo yees pro vide all info rmatio n they have o n the incident to  the Natio nal Manager and/o r MD and 

Emergency Service representatives 
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After any serio us emergency experienced by GRCI staff, debriefing  and co unselling  will be made 
available by the o rganisatio n, to  ensure that all emplo yees are co mfortable upo n their return to  

wo rk. 

 
First Aid  

GRCI do es no t currently have assigned First Aid Officers. 

 

The First Aid Kit that is lo cated in the kitchen/amenities area o f the o ffice. Sho uld yo u require  medical 

attentio n please no tify yo ur manager o r the Natio nal Manager in lieu o f assigned First Aid Officers.  

 They eliminate if practicable, o r o therwise iso late o r minimise, all sig nificant hazards and repo rt to  the 

Natio nal Manager o r their manager immediately every hazard o r safety pro blem that they no tice  

 Repo rt any accidents, injuries o r incidents to  the Natio nal Manager as so o n as po ssible  

 If any emplo yee is uncertain abo ut anything  in relatio n to  wo rkplace safety, they must no t pro ceed 

with what they are do ing  and directly ask the Natio nal Manager 

 To  read the Wo rkplace Health and Safety No tice Bo ard o n a reg ular basis 

 The Natio nal Manager is the Wo rkplace Health and Safety Representative. The Natio nal Manager 

pro vides a clear reference to  all the safety strateg ies in place at GRCI. 

Versio n Co ntro l Po licy 
GRCI has implemented a versio n co ntro l system fo r all its o rganisatio nal and training  do cuments.  

1. The versio n and date o f issue will be  reco rded in the fo o ter o f each pag e refer sample in belo w 

fo o ter. 

2. Updates are reco rded in table at the end o f each do cument o r separate po licy and pro cedure refer 

to  fo llo wing  sample  table. 

3. The updateable do cument file  path is embedded after the table - pro cedure refer to  fo llo wing  

sample do cument path. 

 

Staff are to  o nly use the latest electro nic versio n which can be  accessed by referencing  the do cument file  

path. Amendments to  do cuments must be autho rised by the RTO manager o r Pro fessio nal Develo pment 

Manager.  Updates are distributed to  all relevant parties. No te : Fo r pre 2014 do cuments GRCI maintained 

a versio n co ntro l reg ister (filename: Amendments Reg ister 2009-2013.do cx). All previo us versio ns are filed 

in relevant archive fo lders 

 

Sample  versio n co ntro l 
Date Versio n number Description o f amendment Authorised o fficer 

making  amendment 

Nov 2013 V2 6 monthly review and update Maree Hurley 

April 2014 V3.0 Ratio nalisation o f handbooks and P&Ps John Saunders 

April 2014 V3.1 Review and edit John Saunders 

    

 

Sample  Do cume nt Path 

X:\1. Educatio n\1. Reg istered Training  Organisatio n (RTO)\6. Handbo o ks and Po licies & Pro cedures\GRCI 

Po licies and Pro cedures Manual V3.2.do c

SAMPLE ONLY 
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SECTION TWO: TRAINING 

POLICIES AND PROCEDURES 

Natio nally Reco g nised  Training  and Natio nally Accredited  Co urses 
 

91516NSW Certificate IV in Co mpliance Manag ement 

91517NSW Graduate Certificate in Co mpliance Manag ement 

 

Refer to  Student Handbo o k fo r further details 

 

Q uality Assurance  Po licy (SRTO 2015: Standard 2) 
In acco rdance with SNR and SRTO 2015, GRCI staff will fo cus o n co ntinuo us quality impro vements o r 

quality assurance.  The o rg anisatio n will co llect, analyse and act o n relevant data and o ppo rtunities fo r the 

systematic and co ntinuo us impro vement o f: 

 

 Po licies and Pro cedures Handbo o k, Staff Handbo o k and Student Handbo o k refer to  handbo o ks fo r 

regular checks as and updates as indicated in versio n co ntro ls within each P&P and fo r the 

do cuments as a who le . 

 training  and assessment including  phasing  in replacement co mpetencies and remapping  in T&AS, 

new o r updated assessment to o ls o r instruments refer to  versio n co ntro ls within do cuments 

 client services and 

 management o f o peratio ns. 

 GRCI will emplo y quality indicato rs to  pro vide  valuable data to : 

o identify areas fo r impro vement in relatio n to  its training  and assessment services; 

o  

o mo nito r the quality o f its o peratio ns to  minimise the risk o f po o r quality perfo rmance having  a 

negative impact o n clients o r the standing  o f the Australian VET system (refer to  GRCI Risk 

 
Q uality Indicato rs 

GRCI will use the fo llo wing  quality indicato rs fo r co ntinuo us impro vement and fo r determining  its risk 

pro files: 

 

 

Emplo yer Satisfactio n  (SRTO 2015: Standard 8.1) 
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The Emplo yer Questio nnaire student

relevance to  wo rk and further training , and the o verall quality o f the training  and assessment. 

 
Student Satisfactio n (SRTO 2015: Standard 8.1) 

The Learner Questio nnaire and the GRCI co urse co mpletio n survey fo cus o n the extent to  which students 

are engag ing  in activities likely to  pro mo te high-quality skill o utco mes, as well as student o f 

the quality o f their co mpetency develo pment and the suppo rt they receive fro m GRCI. 

 

Co mpete ncy and  Co urse  Co mpletio n (SRTO 2015: Standard 8.1) 

This is calculated fo r qualificatio ns and units o f co mpetency/mo dules delivered, based o n data pro vided 

by GRCI 

o f co mpetency/mo dules awarded. 

 

Q uality Assurance  via inte rnal audits/ se lf assessments (SRTO 2015: Standard 8.2) 

GRCI will co nduct an internal audit/ self assessment o f all the natio nally reco gnised co urses o n its sco pe o f 

reg istratio n.  The checks are bo th info rmal and fo rmal and eng age the o rig inal independent autho rs o f 

co ntent, trainer and assesso rs co ntracto rs, and co mmitees within GRCI. As a pro fessio nal asso ciatio n GRCI 

remains at the fo refro nt o f GRC in the Australasian reg io n and this expertise  underpins all co urse 

develo pments and co ntent.  

 

The fo llo wing  tips will be used when co nducting  internal audit and self assessment: 

 

 Be as o bjective as po ssible  

 Seek o ut a bro ad range o f evidence to  suppo rt yo ur decisio n 

 Written po licies and pro cedures, memo s, minutes, and staff and student interviews 

 Plan and do cument yo ur audit appro ach 

 Info rm yo ur staff and o ther stakeho lders well in advance befo re auditing  their areas 

 Keep written evidence o f yo ur audit finding s 

 Pro vide feedback to  staff and o ther interested stakeho lders o n yo ur findings 

 

A repo rt will be develo ped o utlining  the o bservatio ns, o utco mes and reco mmendatio ns o f the internal 

audit/ self-assessment. 

 

The perso n co nducting  the checks will fo rward a fo rmal repo rt and make appro priate reco mmendatio ns 

fo r addressing  no n-co mpliance to  standards and co ntinuo us pro cess impro vement o ppo rtunities to  the 

Managing  Directo r in a timely manner. 

 

In acco rdance with the AQTF, the Managing  Directo r will review the repo rt and reco mmendatio ns made 

o n GRCI  co mpliance with the standards.  This will be  do ne within 2 weeks o f the co mpletio n o f the 

repo rt. 
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Q uality Assurance  o f Training  and  Assessment  (SRTO 2015: Standard 1 and 2) 

GRCI will impro ve its training  and assessment arrang ements in acco rdance with data co llected. 

 

GRCI co ntinuo us impro vement appro ach will be: 

 

 systematic; 

 invo lve  staff, clients and o ther stakeho lders; and 

 use qualitative and/o r quantitative data to  determine the need fo r impro vements to  training  and 

assessment. 

 

GRCI will systematically co llect and analyse qualitative  and quantitative data o n the quality o f training  and 

assessment services.  The o rganisatio n will: 

 

 plan where data will be co llected fro m, ho w it will be co llected, the fo rm it will take, ho w o ften it will 

be co llected, and ho w it will be co llated, analysed and used; 

 ensure that data co llectio n and analysis co nfirms go o d practice and sho ws where impro vements need 

to  be made; 

 make impro vements where  analysis demo nstrates that they are needed; 

 regularly review data co llectio n to  assess its usefulness fo r impro ving  pro ducts and services; 

 g ive feedback to  tho se who  have co ntributed to  the data; and  

 maintain a reco rd o f all o f the abo ve. 

  
GRCI will ensure that the data it co llects and analyses is relevant and sufficient to  make judgments abo ut 

the quality o f training  and assessment acro ss its sco pe o f reg istratio n and o peratio ns.  The o rganisatio n 

will fo cus o n: 

 

 prio r co ntinuo us impro vement activities; 

 assessing  the relevance o f the co llected data to  its training  and assessment o utco mes; and  

 deciding  which aspects o f training  delivery are mo st critical to  its quality training  and assessment. 

 

GRCI will o btain qualitative  and quantitative  data as fo llo ws: 

 

 client satisfactio n surveys/questio nnaires; 

 interviews, fo cus gro ups, and/o r o ther data fro m co nsultatio n with students, enterprise clients, 

industry o rganisatio ns and licensing  bo dies; 

 reco rds o f staff/planning  meetings and agreed actio ns; 

 reco rds o f co mplaints and appeals and their reso lutio n refer to  co mplaints and appeals sectio n; 

 internal audit repo rts and o rganisatio nal self assessment; and  

 staff perfo rmance-appraisal repo rts. 

 

GRCI will impro ve its training  and assessment by: 

 

 enhancing  the quality, currency, relevance and sufficiency o f training  and assessment reso urces, 

including  reaso nable adjustments made to  meet the needs o f students with a disability; 

 implementing  pro fessio nal develo pment activities and o utco mes; 

 enhancing  the validity, reliability, flexibility and fairness o f assessment pro cesses; and  
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 ensuring  revised practices are analysed in light o f further data co llectio n. 

 
Q uality and  Client Service s (SRTO 2015: Standard 1, 4, 5 and 6) 

GRCI will ensure that its c

with data co llected abo ut their effectiveness. 

 

GRCI co ntinuo us impro vement appro ach will: 

 

  

 co llect data abo ut whether these needs are being  met. 

 impro ve services in respo nse to  this data. 

 

GRCI will systematically co llect and analyse qualitative  and quantitative data fro m and abo ut clients to  

.  The o rganisatio n will: 

 

 plan where data will be co llected fro m, ho w it will be co llected, the fo rm it will take, ho w o ften it will 

be co llected, and ho w it will be co llated, analysed and used; 

 ensure that data co llectio n and analysis co nfirms go o d practice and sho ws where impro vements need 

to  be made; 

 make impro vements where  analysis demo nstrates that they are needed; 

 regularly review data co llectio n to  assess its usefulness fo r impro ving  pro ducts and services; 

 g ive feedback to  tho se who  have co ntributed to  the  data; and 

 maintain a reco rd o f all o f the abo ve. 

 
GRCI will ensure that the data it co llects and analyses is relevant and sufficient to  gain a clear picture o f 

the effectiveness o f its client services.  GRCI will co llect data fro m students, trainers and assesso rs, 

 GRCI will 

fo cus o n: 

 

 the effectiveness o f assistance pro vided in the areas o f language use, literacy and numeracy; 

 the clarity and accuracy o f info rmatio n pro vided to  students befo re enro lment; 

 pro cesses fo r student selectio n, enro lment and inductio n/o rientatio n; 

 
pro vided, including  external suppo rt; 

 the effectiveness o f welfare  and guidance services; 

 RPL pro cesses; and 

 co mplaints and appeals pro cesses - refer to  co mplaints and appeals sectio n. 

 

GRCI will o btain qualitative  and quantitative  data as fo llo ws: 

 

 client satisfactio n surveys/questio nnaires; 

 interviews, fo cus gro ups, and/o r o ther data fro m co nsultatio n with students, enterprise clients, 

industry o rganisatio ns and licensing  bo dies; 

 reco rds o f co mplaints and appeals and their reso lutio n  refer to  co mplaints and appeals sectio n; 

 internal audit repo rts and o rganisatio nal self assessment; and  



 

 

 

 
  

 

 

X:\1. Education\1. Registered Training Organisation (RTO)\6. Handbooks and Policies & Procedures\GRCI P&Ps Policies and Procedures Handbook 

V5.1.docx 

Version: 5.1 March 2015  GRC Institute | 26 

 

P
O

L
IC

IE
S

 &
 

P
R

O
C

E
D

U
R

E
S

 

 o utco mes fro m benchmarking  activities. 

 

GRCI will impro ve its client services by: 

 

 revisio ns to  info rmatio n pro vided to  clients so  that it is clearer o r in a mo re suitable fo rmat; 

 streamlined enro lment pro cesses; 

 impro ved referral info rmatio n fo r clients with special needs; 

 revised inductio n/ o rientatio n pro cesses; 

 impro ved results in assessments o f languag e use, literacy and numeracy; 

 changes to  co mplaints and appeals pro cesses - refer to  co mplaints and appeals sectio n; 

 increased levels o f engag ement with emplo yers, industry and/o r regulato rs; 

 reco rds o f pro fessio nal develo pment undertaken by staff; and  

 further review and impro vement to  the abo ve as part o f the co ntinuo us impro vement cycle . 

 
Q uality Assurance  o f Manag e me nt O peratio ns (SRTO 2015: Standard 7 and 8) 

The ro le o f manag ement system is to  ensure that the  GRCI meets: 

 

 the SNR Essential Standards fo r Reg istratio n; and 

 the SNR standards fo r co ntinuing  reg istratio n and 

 the SRTO 2015 

 leg islatio n and reg ulatio ns under which it is reg istered. 

 

 In relatio n to  its management system, GRCI will ensure that (SRTO Standard 1 and 2): 

 

 there is relevant and sufficient do cumentatio n fo r the sco pe and scale  o f its o peratio ns. 

 staff kno w and meet their respo nsibilities fo r implementing  the system. 

 the system is systematically mo nito red and impro ved. 

 the system is o f an appro priate fo r the size and sco pe o f the o peratio ns. 

 the system is fo cused o n pro viding  quality training  and  assessment and client services the system is 

co nsistently implemented acro ss all o peratio ns. 

 the system is systematically mo nito red and impro ved. 

 

GRCI appro ach will ensure the fo llo wing : 

 
The  manag e me nt 

 

 

Evide nce  

is appro priate fo r 

the size and sco pe  

E

co nsistently o perate in acco rdance with SNR 2011-12 Esse ntial 

Standards fo r Continuing Re gistration/ SRTO 2015 

 

fo cuses o n quality 

training  and 

assessment services 

 Quality Assurance pro cesses are develo ped to  achieve 

effective client and industry engagement; fo r example, 

arrangements are in place to  meet regularly with industry and 
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The  manag e me nt 

 

 

Evide nce  

emplo yer gro ups (co mmittees)  to  seek feedback and make 

changes in respo nse  

 High value is placed o n the quality o f teaching  and learning  

thro ugh rigo ro us selectio n pro cesses and co ntinuo us 

pro fessio nal develo pment fo r trainers and assesso rs refer to  

staff matrices 

 
impro ving  training  and assessment enviro nments and reso urces 

are o bserved. 

is co nsistently 

implemented acro ss 

o peratio ns 

 Co mmunicatio n thro ugho ut the o rganisatio n abo ut 

management systems and decisio ns is effective  

 Staff are actively engaged in co ntinuo usly impro ving  the 

system 

 Key po licies and pro cesses are do cumented to  an appro priate 

level and accessible to  all relevant staff and students via web  

 Checks are made to  ensure that key po licies and  

 Regular and systematic reviews o f key data are co nducted by 

management 

 pro cedures are being  implemented appro priately 

is systematically 

mo nito red and 

impro ved 

 Key perfo rmance indicato rs and mo nito ring  o rganisatio nal 

perfo rmance against them are established  

 
perfo rmance is elicited and analysed 

 Management systems and o rganisatio nal perfo rmance with 

o ther RTOs are benchmarked 

 Internal audit and o rganisatio nal self-assessment against the 

SNR 2011-12 Essential Standards fo r Co ntinuing  Registratio n 

and SRTO 2015. 

Pre -co urse  Enro lment pro cedures (SRTO 2015: Standard 4 and 5) 
Students will enro l in training  co urses directly with GRCI thro ug h the reg istratio n sectio n o f the  GRCI 

website www.theGRCinsitute.o rg  which links with the student management system (RTO Manager and 

individual Student Identifier (SI) allo catio n 

 

Where appro priate, the co urse fees will be o utlined o n the enro lment pag e o f the website . Unless 

o therwise stated, the co urse fees co ver all co urse materials, tuitio n and assessment. GRCI membership is 

no t a requirement fo r GRCI co urses but membership will allo w a sig nificant disco unt o f aro und 20% and 

allo w a graduate to  use the po st no minal if applicable fo r that co urse . Membership is a separately payable 

fee that must be acco mpanied by GRCI membership applicatio n.  

 

In acco rdance with GRCI  Pro cedures po licy a no n-refundable depo sit is payable within 7 

wo rking  days o f enro lment. Full payment fo r any GRCI co urse must be received within 14 days o f the 

co urse co mmencement.  

 

GRCI may use a number o f different training  venues, including  training  ro o ms, ho tels and client training  

ro o ms. Venues will be selected fo r co nsistency with the standards required by GRCI fo r quality training  
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delivery, and regularly mo nito red to  ensure that adequate standards are being  maintained. A checklist fo r 

selectio n and o n-go ing  feedback is included as Annex B. 

 

Students will be g iven an Inductio n Brief during  the first mo rning  o f the co urse. Students will be g iven the 

o ppo rtunity to  ask questio ns at this time. 

 

 

Uniq ue  Student Identifie r Po licy (SRTO 2015: Standards 1.9, 1.10, 1.11) 

 

GRC Institute thro ugh the applicatio n o f its Unique Student Identifier Po licy and Pro cedure will: 

 

Ensure that the Privacy Act and Student Identifiers Act o bligatio ns and respo nsibilities are met 

Advise students ho w to  o btain their USI. 

Implement appro priate pro cedures to  o btain privacy co nsents, to  secure the USI and to  manage 

do cuments pro vided by students. 

 

KEY PO LICY PO INTS: 

 

USI Req uire d  

Students are advised in the Enro lment Terms and Co nditio ns that they are required to  pro vide GRC 

Institute with their USI and to  allo w GRC Institute access to  their USI reco rds including  co ntact details, and 

to  be able to  verify a USI. 

This requirement is to  meet natio nal data repo rting  requirements and fo r applicable institutio ns, 

go vernment funded o r subsidised pro gram elig ibility co nfirmatio n, and o ther matters in acco rdance with 

the Autho risatio n in the Student Identifiers Regulatio n 2014. 

  

 

http:/ /www.usi.go v.au/Pages/privacy-

po licy.aspx 

 

It co ntains info rmatio n abo ut ho w the individual may: 

 

access and seek co rrectio n o f the perso nal info rmatio n held abo ut them; and  

co mplain abo ut a breach o f privacy and ho w such  co mplaints will be  dealt with. 

  

Students to  O btain a USI 

Students are asked to  visit the USI website http:/ /www.usi.g o v.au/  and create a USI. 

Once the USI is created o r if students already have a USI they are  to : 

 

allo w GRC Institute (RTO ID: 91640) to  view their USI acco unt. 

Update their student reco rd with their USI o r pro vide it to  the Student Suppo rt administrato r. 

 

EXEMPTIO N: Stude nts studying  GRCI co urses o ff-sho re   
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Students intending  to  enro l in a GRCI co urse delivered o ff-sho re (o utside o f Australia) ARE NOT 

REQUIRED to  o btain a USI.  

 

Fo r mo re info rmatio n o n o ff-sho re students and USI, please visit 

http:/ /usi.go v.au/Students/Pages/ internatio nal-o verseas-and-o ffsho re-students.aspx 

 

 

Do cuments Nee ded  fo r USI Creatio n 

One o f the fo llo wing  fo rms o f ID is required. Impo rtant: The details yo u enter MUST match the 

details sho wn o n yo ur fo rm o f ID. 

  

Medicare Card 

Australian Passpo rt 

Visa (with No n-Australian Passpo rt) fo r internatio nal students 

Birth Certificate (Australian) *please no te  a Birth Certificate extract is no t sufficient 

Certificate Of Reg istratio n By Descent 

Citizenship Certificate  

ImmiCard 

 

If the USI Do cument Verificatio n Service sends yo u a message saying  it canno t verify yo ur do cument: 

 

yo u will need to  check that the name yo u have entered in yo ur USI fo rm is the same as the o ne o n yo ur 

fo rm o f ID o r  

yo u can try again using   ano ther do cument. 

  

Retentio n o f Do cuments 

Any do cuments o btained so lely fo r USI purpo ses will be securely destro yed after use. 

  

He lp  to  O btain a USI 

The USI website Help Centre has info rmatio n to  address mo st pro blems. 

 

Privacy No tice   USI Co nsent 

Yo u are advised that and agree that yo u understand and co nsent that the perso nal info rmatio n yo u 

pro vide in co nnectio n with an applicatio n fo r a USI: 

 

is co llected by the Student Identifiers Reg istrar fo r the purpo ses o f: 

applying  fo r, verifying  and g iving  a USI; 

reso lving  pro blems with a USI; and 

creating  authenticated vo catio nal educatio n and training  (VET) transcripts; 

 

may be disclo sed to : 

Co mmo nwealth and State/Territo ry go vernment departments and ag encies and   statuto ry bo dies 

perfo rming  functio ns relating  to  VET fo r: 
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the purpo ses o f administering  and auditing  Vo catio nal Educatio n and Training  (VET), VET pro viders and 

VET pro grams; 

educatio n related po licy and research purpo ses; and  

to  assist in determining  elig ibility fo r training  subsidies; 

VET Regulato rs to  enable  them to  perfo rm their VET regulato ry functio ns; 

VET Admissio n Bo dies fo r the purpo ses o f administering  VET and VET pro grams; 

current and fo rmer RTO to  enable them to  deliver VET co urses to  the individual, meet their repo rting  

o bligatio ns under the VET standards and go vernment co ntracts and assist in determining  elig ibility fo r 

training  subsidies; 

scho o ls fo r the purpo ses o f delivering  VET co urses to  the individual and repo rting  o n these co urses; 

the NCVER fo r the purpo se o f creating  authenticated VET transcripts, reso lving  pro blems with USIs and 

fo r the co llectio n, preparatio n and auditing  o f natio nal VET statistics; 

researchers fo r educatio n and training  related research purpo ses; 

any o ther perso n o r ag ency that may be autho rised o r required by law to  access the info rmatio n; 

any entity co ntractually eng aged by the Student Identifiers Reg istrar to  assist in the perfo rmance o f his o r 

her functio ns in the administratio n o f the USI system; and 

 

will no t o therwise be disclo sed witho ut their co nsent unless autho rised o r required by o r under law. 

  

Yo u ackno wledge that the details o f the 

this do cument co ntains info rmatio n abo ut ho w yo u may: 

 

access and seek co rrectio n o f the perso nal info rmatio n held abo ut them; and  

co mplain abo ut a breach o f privacy and ho w such  co mplaints will be  dealt with. 

  

ability to  pro vide yo u with a USI. 

 

At GRCI all student data is kept in the student manag ement system (RTO mang er) and  is o nly accessible 

by staff with username and passwo rd access, such as student services and the pro fessio nal develo pment 

manager 

 

Pro cedure : 

 

Fro m 1 January 2015 all students who  ho ld Australian Citizenship o r a valid VISA will be  req uired to  have 

a USI. Students must o btain a USI in o rder to  enro l (o r re -enro l) at GRC Institute. 

To  o b tain a USI, students must fo llo w these  steps:  

 

STEP 1: Have at least o ne fo rm o f ID ready: Driver's License, Australian Passpo rt, Medicare Card, Birth 

Certificate, Visa (with no n-Australian Passpo rt), Immigratio n Card o r Citizenship Certificate. 

 

STEP 2: Have perso nal co ntact details ready: Address, email, pho ne number etc. 

 

STEP 3: Visit usi.g o v.au and click o n 'Create a USI'. 
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STEP 4: Agree to  the terms and co nditio ns and fo llo w the steps. 

 

STEP 5: Reco rd the unique number and keep it so mewhere safe. 

 

STEP 6: Enter this number into  the USI field when yo u enro l at www.thegrcinstitute.o rg .  

 

To  find o ut mo re abo ut yo ur USI, fo llo w this link to  Yo uTube. 

 

 

Transitio n Pro cedure : 

 

Fro m 1 January 2015 all students currently studying  with the GRC Institute will be co ntacted by email 

asking  them to  fo llo w the pro cedure abo ve and o btain their o wn unique student identifier and pro vide it 

to  the GRC Institute fo r inclusio n in student reco rds.  

 

Internatio nal students studying  o ffsho re   

An internatio nal student studying  o ffsho re who  do es no t have an Australian passpo rt,  Australian entry visa 

o r o ther Australian pro o f o f ID required to  create a USI, will no t require a USI in o rder to  receive  a VET 

qualificatio n o r statement o f attainment.  Ho wever, training  pro viders will still be  required to  submit 

AVETMISS co mpliant data in respect o f their o ffsho re internatio nal students.  

Australian students o ffsho re   

If yo u are an Australian training  o rganisatio n and yo u are training  Australian students o ffsho re then these 

students will be able to  create a USI fo llo wing  the no rmal pro cess.  

 

Access and Eq uity (SRTO 2015: Standard 1.7) 
GRCI will meet the needs o f individuals and the co mmunity as a who le thro ugh the integratio n o f access 

and equity g uidelines. The o rganisatio n will: 

 

 Ensure that equity principles fo r all peo ple are  implemented thro ugh the fair allo catio n o f reso urces 

and the right to  equality o f o ppo rtunity witho ut discriminatio n, 

 Increase o ppo rtunities fo r peo ple to  participate in the vo catio nal educatio n and training  system, and 

in asso ciated decisio ns, which affect their lives, and  

 Implement client o riented co nservatio n pro grammes and target the specific needs o f market 

segments in enhancing  the eco no mic develo pment o f the o rganisatio n. 

 

Access and equity means ensuring  that everyo ne has the o ppo rtunity to  successfully gain skills, kno wledge 

and experience thro ugh educatio n and training .  GRCI will maintain a po licy o f no n-discriminatio n in 

acco rdance with the Anti-Discriminatio n Act 1997 (amended 2002) to wards all students. 



 

 

 

 
  

 

 

X:\1. Education\1. Registered Training Organisation (RTO)\6. Handbooks and Policies & Procedures\GRCI P&Ps Policies and Procedures Handbook 

V5.1.docx 

Version: 5.1 March 2015  GRC Institute | 32 

 

P
O

L
IC

IE
S

 &
 

P
R

O
C

E
D

U
R

E
S

 

Recruitment and Training  (SRTO 2015: Standard 8.5 and 8.6) 
All aspects o f recruitment and training  will be  go verned by merit, co mpetence, suitability and  where  

applicable, qualificatio ns and will no t be influenced by sex, age, race, co lo ur, relig io n, natio nal o rig in o r 

disability. 

 

GRCI will: 

 Ensure the establishment o f no n-discriminato ry student selectio n pro cedures which enco urage fair 

access fo r members o f under-represented gro ups, 

 Ensure access and equity issues are co nsidered during  curriculum develo pment, and  

 Pro vide access to  staff develo pment to  assist trainers/ teachers who  deliver co urses to  under-

represented gro ups. 

 

All staff, facilitato rs and clients o f GRCI are respo nsible  fo r implementing  the abo ve pro cedures and fo r 

repo rting  tho se who  do  no t. 

 

O ffsho re  De livery and Q uality Assurance  (SRTO 2015: Standard 2) 
 

The Institute applied fo r AusLIST reg istratio n in early 2014 and as the applicatio n was in pro cess AEI-

Internatio nal Educatio n Netwo rk deco mmissio ned and deregulated the venture as o f 1 July 2014. This 

means the Institute will co ntinue to  o ffer partial o ff sho re delivery under the Transnatio nal Quality Strategy 

(TQS) and the Institute will abide by the fo ur principles fo r o ff sho re delivery. The Transnatio nal Quality 

Strategy (TQS) establishes a quality assurance framewo rk fo r o ffsho re delivery o f Australian transnatio nal 

educatio n and training . Offsho re students will be  awarded the same q ualificatio ns at the same standard as 

do mestic students 

 

 

1. 

Australia and internatio nally; 

2. Make clear to  pro viders and co nsumers the acco untabilities in o ffsho re educatio n and training ; 

3. Ensure that accreditatio n and audit functio ns are undertaken transparently; and  

4.  

 

The institute ensures that the delivery and assessment is the same as o nsho re as the same trainers will 

deliver the initial 2 o r 4 days face to  face start to  the co urses and wo rk will be assessed by tho se trainers. 

The co urse is then co mpleted by distant learning  as with do mestic o r o nsho re. The wo rkplace assessment 

and case studies will be assessed by assesso rs in Australia. All venues used o ff sho re are o f the same 

standard o r better than tho se used in Australia. 

Assessment Po licy and Pro cedure  (SRTO 2015: Standard 1.8) 
Generally the fo rmat o f the assessment will be in the fo rm o f classro o m presentatio ns, demo nstratio ns, 

gro up interactio n, written tests, assignments, case studies and wo rkplace pro jects related to  the 

perfo rmance criteria, kno wledge, skills and the evidence required in the relevant co mpetencies in the. 

 

All assessments will be co nducted by a highly experienced trainers and assesso rs and, where applicable, 

supervised by qualified trainer/assesso rs. The assesso r will reco rd 
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 fo r each assessment and pro vide feedback especially where the wo rk needs to  be 

resubmitted. All assessments will be returned to  students within 10 wo rking  days o f receipt by the 

assesso r  all assessments they will be deemed 

asked to  resubmit. One resubmissio n is allo wed fo r each assessment at no  extra co st.  Subsequent 

submissio ns will co st $250 to  co ver the expense o f paying  an assesso r/ superviso r to  assess the wo rk. If still 

no t satisfacto ry they will receive a statement o f attainment fo r any successfully achieved co mpetencies. 

Where a student is dissatisfied with an assessment made, they may lo dge an appeal o r a co mplaint -refer 

to  co mplaints and appeals sectio n. 

 

Assessments have been develo ped in line with the Princip les o f Assessme nt 

adjustments are made to  suit the wo rk place requirements o f individual students. Relevant ISO and AN/NZ 

o nment to  ensure that the wo rk place assessment is fair fo r 

all. Further, the appeals pro cess affo rds the student the o ppo rtunity to  have their wo rk reassessed. 

Flexibility Assessment is flexible to  the individual learner by:  

Meeting  the wo rkplace needs o  

Learner co mpetence is assessed regardless o f ho w it was acquired; and  

a range o f assessment metho ds, including  presentatio n, demo nstratio n, case study simulatio n, wo rkplace 

etc, are drawn upo n to  match vario us learning  styles. 

Validity Assessments are based o n: 

ho listic gro upings o f units o f co mpetency co vering  the required o f skills and kno wledge; 

integrating  kno wledge and skills practically in the wo rkplace and simulated case studies; 

the learner demo nstrating  these skills and kno wledge in a variety o f situatio ns; and 

evidence o f learner perfo rmance aligned with ho listically gro uped units o f co mpetency and asso ciated 

assessment requirements. 

superviso r where required. 

 

Assessments are assessed in line with the Rules o f Evidence  

Validity The learner must demo nstrate (evidence) that they have the skills and kno wledge in the ho listically 

gro uped units o f co mpetency. 

ce meets required quality (satisfacto ry o r no t yet satisfacto ry), quantity 

(repetitio n o f skills and kno wledge and quantity o r wo rk) and relevance to  the wo rk place. 

 

Currency The evidence demo nstrates present co mpetency with ISO o r ASNZ standards.  

 

 

 

Assessment Pro ce dure  

All assessment activities are to  be handed in by the student by the due date  to  the facilitato r/assesso r o r 

the GRCI o ffice. Extensio ns to  the due date o f an assessment may be  granted under exceptio nal 

circumstances.  All requests fo r extensio n must be made in writing  NO LATER than 10 wo rking  days 

befo re the due date o f the assessment. Extensio ns o f up to  10 wo rking  days may be granted by the 
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Pro fessio nal Develo pment Manager ho wever any extensio ns beyo nd this must be  referred to  the 

Accreditatio n and Educatio n Co mmittee fo r their co nsideratio n and ruling . All applicatio ns fo r extensio n 

must be acco mpanied by suppo rting  evidence.  

 

Student assessments, bo th hardco py, as co mpleted and handed in during  face to  face training , and 

electro nic files, submitted via email, be maintained by GRCI fo r a minimum o f 2 years (nb: minimum RTO 

requirements are 6 mo nths retentio n.  Electro nic co pies o f results will be kept fo r 30 years. 

 

 

Students will be issued a manual with mo dules, instructio ns and a set o f assessment to o ls that include the 

marking  criteria.  An electro nic co py o f the pre-co urse assessments will be  emailed to  all co urse attendees 

5 business days befo re  the face to  face sessio ns co mmence.  All students will be g iven up to  6 mo nths fo r 

the Certificate IV co urse and up to  9 mo nths fo r the Graduate Certificate co urse to  co mplete  and submit 

the assessments to  educatio n@theGRCinstitute.o rg . 

  

 

 An email will be sent to  students 1 week prio r to  assessments due date  as reminder o f submissio n 

deadline.  X:\Educatio n\Asso ciate  Intensive\Templates\ASSAssig n.Due1WK.do c 

 Assessments are to  be  received via email to  the GRCI educatio n email address 

educatio n@theGRCinstitute.o rg  

Students will receive a co nfirmatio n receipt by return email o nce their assessment has been 

received at educatio n@theGRCinstitute.o rg   

 O

date. 

 Student email attachments (i.e . co versheets and appendix) will be saved 

into  individually named and numbered electro nic fo lder; the Fo lder will fo llo w the pro to co l First 

name Family name Student number (i.e . Jo hn Smith 123568). 

 student 

number ONLY (i.e . Certificate IV 123568, Certificate IV appendix 123568, Certificate IV co versheet 

123568) 

 Assessments and appendix do cuments will be fo rwarded electro nically via email to  the Assesso r 

and superviso r.  Assessments referenced under student number ONLY (name o f student and 

assessment co versheets will NOT be fo rwarded to  the Assesso r and superviso r).   

  

 

All student reco rds will be kept electro nically indefinitely o r a minimum o f 30 years. All assessments will 

retained fo r the minimum o f 2 years (6 mo nths minimum required) after co mpletio n o f assessment fo r the 

co urse. 

Academic Integ rity Po lic y (SRTO 2015: Standard 1) 
Cheating , plag iarism, and falsificatio n o f data are disho nest practices which co ntravene GRCI

ethics. GRCI is co mmitted to  ho nest behavio ur and ethical educatio n. 
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The purpo se o f this po licy is to  define the actio ns and behavio urs that co ntravene  GRCI

ethical educatio n and sets o ut the respo nsibilities o f staff in pro viding  guidance and feedback to  students 

o n academic integrity. Pro cedures are pro vided fo r staff to  manage breaches o f po licy by students and 

rules o n academic co nduct. 

 

 

Fo rms o f academic d isho nesty 

GRCI regards academic disho nesty as a serio us o ffence and a penalty will be impo sed o n anyo ne fo und 

guilty o f such co nduct. The two  main fo rms o f academic 

disho nesty are plag iarism in assignments and misco nduct in examinatio ns: 

 

1. Plag iarism means claiming  and using  the tho ughts o r writings o r creative wo rks o f 

o thers witho ut appro priate ackno wledgment o r attributio n. Plag iarism includes: 

 

a) co pying  part o r all o f ano ther student's assignment; 

b) allo wing  ano ther perso n to  write so me o r all o f an assignment; 

c) co pying  paragraphs, sentences o r parts o f sentences directly fro m texts o r the  

1. internet witho ut enclo sing  them in quo tatio n marks o r o therwise sho wing  them to  be  

2. co pied - even if the so urce is ackno wledged; 

d) using  co ncepts o r develo ped ideas, even if paraphrased o r summarised, fro m 

3. ano ther perso n, fro m texts o r the internet witho ut ackno wledg ing  the so urce; 

e) co pying  graphics,  multimedia wo rks o r o ther fo rms o f intellectual pro perty witho ut appro priate 

ackno wledgment. 

 

2. Misco nduct in an e xaminatio n includes the fo llo wing  fo rms o f disho nesty: 

 

a) using  a substitute, o r acting  as a substitute to  undertake an examinatio n; 

b) using  unautho rised materials o r pro hibited electro nic devices, such as mo bile  

f) pho nes, in an examinatio n; 

c) no t co mplying  with the  GRCI  

 

GRCI reco gnises that so me acts o f plag iarism may arise fro m genuine igno rance o r lack o f skill in using  

academic co nventio ns fo r referencing . This is co nsidered uninte ntio nal p lag iarism . 

Fo r g uidance  o n using  Harvard re ferencing , p lease  visit: 

http :/ / wwwdo cs.fce .unsw.edu.au/ fce / EDU/ harvard_re f_g uide .pdf  

 

 [Staff sho uld take into  acco unt that many students, including  so me fro m o ther cultures, will no t be  familiar 

with the co nventio ns fo r referencing  which are expected in Australian Registered Training  Organisatio ns.] 

 

Co nsequences o f Acade mic Misco nduct 

Sho uld the assesso r find evidence suggesting  plag iarism, the matter will be referred to  the Pro fessio nal 

Develo pment Manag er who  will draft a fo rmal repo rt o f the evidence. The Pro fessio nal Develo pment 

Manager may discuss the matter with the student directly. The repo rt will be bro ught to  the attentio n o f 

the Accreditatio n and Educatio n Co mmittee who  will make a judgement o n the basis o f the evidence 

made available to  them as to  whether plag iarism has o ccurred and whether the plag iarism is co nsidered 

unintentio nal o r intentio nal.  

The Accreditatio n and Educatio n Co mmittee will determine whether the case sho uld be bro ught befo re 

the Ethics Co mmittee.  

 

After reviewing  the evidence, the Accreditatio n and Educatio n Co mmittee may take the fo llo wing  co urses 

o f actio n: 
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a) -

enro l in the co urse. 

b) 

date specified by the Co mmittee. 

c) In extenuating  circumstances, a student may be pro hibited fro m re-enro lling  in the co urse. 

 

Ple ase  No te : GRCI re se rve s the  right to  disallow a stude nt from study sho uld the  stude nt be  de e me d non-

compliant with GRCI  

 

Dealing  with misco nduct in an e xaminatio n 

 

The Co urse Facilitato r is autho rised to  take actio n to  prevent misco nduct in scheduled examinatio ns. The 

respo nsibility includes determining  the immediate  actio n to  be  taken when an alleged misco nduct is 

disco vered. Where necessary, the Co urse Facilitato r will send a repo rt abo ut an alleged breach to  the 

Pro fessio nal Develo pment Manager. Where po ssible , the Pro fessio nal Develo pment Manager will discuss 

an alleg ed case o f misco nduct info rmally with the student. If the Pro fessio nal Develo pment Manager 

co nfirms that academic misco nduct may have o ccurred, the matter will be referred to  the Ethics 

Co mmittee fo r decisio n.  

 

Assessments and Appeals (SRTO 2015: Standard 6) 

 
Assessment e xte nsio ns  

Extensio ns will o nly be granted in exceptio nal circumstances relating  to  medical and family emergencies, 

o r extreme changes to  wo rk co mmitments e.g  Enfo rceable Undertakings o r audits. Pre -existing  wo rk 

co mmitments o r heavy wo rklo ads will no t be co nsidered a valid reaso n fo r extensio n. Any extensio n 

request must be made in writing  at least 10 wo rking  days prio r to  the due date o f the assignment. This 

 

Extensio ns o f up to  10 wo rking  days may be granted at the discretio n o f the Pro fessio nal Develo pment 

Manager ho wever any lo ng er extensio ns must be referred to  the Accreditatio n and Educatio n Co mmittee 

fo r their co nsideratio n and ruling .  

 

GRCI reco gnises that in extreme health o r o ther extenuating  perso nal circumstances that two  weeks may 

no t be sufficient. In the rare event that mo re than two  weeks is required, the applicatio n will be fo rwarded 

to  the Accreditatio n and Educatio n Co mmittee fo r acceptance o r rejectio n. Applicants will be no tified in 

writing  o f the o utco me o f their request fo r extensio n. An Appeals pro cess is available sho uld applicants be 

dissatisfied with the o utco me with their request fo r extensio n.   

 
Appe als po licy re fer to  Co mplaints and Appeals 

 

Assessment o utco mes  

The Assesso r will evaluate the assessments.  Assessments will be assessed under co mpetency-based 

criteria as either Satisfacto ry o r No t Yet Satisfacto ry. 

 

The Assesso r will return the assessment results electro nically via email and will pro vide GRCI with 2 

do cument types: 
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 Wo rd do cument  that details o bservatio ns specific to  the individual student  

 Summative Assessment Co ver Sheet (1 fo r each student)  

 Submissio n dates and assessment result will be reco rded under the educatio n sectio n within the 

 maintained in the Student database (RTO Manager) 

 The student Assessment Co ver Sheet fo rms will be saved into  co rrespo nding  student

electro nic file  under the student number 

 Students are emailed an assignment receipt co nfirmatio n upo n submissio n 

 Students will be no tified o f their individual assessment results via email 

 The email will include a co py o f their individual Assessment Co ver Sheet fo rm as co mpleted by the 

Assesso r 

 Template letters fo r Satisfacto ry and No t Yet Satisfacto ry results are available at X:\1. Educatio n\1. 

Reg istered Training  Organisatio n (RTO)\8. Email templates. 

 No t Yet Satisfacto ry email invites the student to  amend and resubmit their assessment fo r 

reassessment based o n the assesso rs feedback 

 The date that students are no tified o f the results o f their assessment results will be reco rded in the 

 

 

Pro cedure  fo r Assessme nts de eme d  NOT YET SATISFACTO RY 

 Students with a No t Yet Satisfacto ry result are invited to  amend and resubmit their assignment fo r 

reassessment.  They are o ffered o ne o ppo rtunity to  resubmit 

 GRCI requires students ONLY need amend the assessment co mpo nents that were no t previo usly 

deemed by the assesso r as Satisfacto ry 

 Students are granted 10 wo rking  days to  resubmit after the date that they are no tified o f their results. 

The due date fo r the resubmissio n is reco rded in the student pro file. 

 Resubmitted assessments received via email to  the  GRCI educatio n email address 

educatio n@theGRCinstitute.o rg  

 Students are emailed a co nfirmatio n receipt co nfirming  GRCI has received resubmitted assessment 

(and related email attachments) 

   GRCI 

 Resubmitted assessment and related email attachments (i.e . co versheets and appendix) transferred 

 

 student 

number ONLY and reference to  resubmissio n (i.e . Asso ciate Intensive assessment 123568 

resubmissio n, Asso ciate Intensive appendix 123568 resubmissio n, Asso ciate Intensive  co versheet 

123568 resubmissio n) 

 Resubmitted assessments (and related appendixes) fo rwarded electro nically via email to  Assesso r.  

Resubmitted assessments referenced under student number ONLY and indicate RESUBMISSION 

(name o f student and assessment co versheets are NOT fo rwarded to  assesso r) 

  

 

Issuing  Awards (SRTO 2015: Standard 3) 
CERTIFICATE /  TESTAMUR 
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Students must successfully co mplete all co mpetencies and assessment activities to  receive the 

qualificatio n. Such students will receive a co urse certificate which includes: 

 

 name, co de and lo g o  o f issuing  bo dy, GRCI 

 name o f perso n receiving  the qualificatio n 

 no menclature as in the Framewo rk, eg  Certificate IV and Graduate Certificate  

 Accredited Co urse Co de and name 

 The wo rds This is to  certify that Student Name, Student Number, has fulfilled the requirements fo r, 

Name o f qualificatio n 

 date issued 

 certificate number 

 autho rised signato ry  Managing  Directo r 

 NRT lo go  

 AQF lo go  

 The qualificatio n is reco gnised within the Australian Qualificatio ns Framewo rk 

 

RECORD OF RESULTS 

Students who  successfully co mplete all co mpetencies in a qualificatio n will also  receive a Reco rd o f Results 

 A Reco rd o f Results (a list o f successfully co mpleted units o f co mpetencies

co mpetencies were attained in co mpletio n o f the Accredited Co urse Co de and name 

 

Fo r co mplete  details reco rded o n a testamur and a reco rd o f results refer to  the samples included in 

Annex J. 

 
STATEMENT OF ATTAINMENT 

If students exits prio r to  co mpleting  the who le co urse  o r has no t achieved co mpetence in all units o f 

co mpetency within the required timeframe (including  an extensio ns granted o r resubmissio ns), they will be 

entitled to  receive a Statement o f Attainment fo r all co mpetencies that they have satisfacto rily co mpleted.  

Students may re-enro l at a later date and co mplete the co urse, subject to  availability.  Such students will 

receive a Statement o f Attainment certificate which includes: 

 

 name and co de o f the issuing  RTO  

 name o f the perso n who  achieved the co mpetencies o r mo dules 

 date issued 

 a list o f co mpetencies including  the natio nal co de fo r each unit o f co mpetency 

 autho rised signato ry  Managing  Directo r 

 NRT lo go  

 
individual has co mpleted o ne o r mo re units o f co mpetency fro m a natio nally reco gnised co urse  

 

students who  co mplete  additio nal Uo C beyo nd the 4 co re and 2 electives fo r 91517NSW will be entitled 

to  receive a statement o f attainment fo r any additio nal units. 
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Fo r co mplete  details reco rded o n a Statement o f Attainment refer to  the sample  included in Annex K.   

 

All Testamurs and Statements o f Attainment fo r reco g nised training  will be verified fo r alignment with the 

existing  sco pe o f reg istratio n by the Managing  Directo r, GRCI befo re being  awarded to  students.   

 

All Testamurs with a Reco rd o f Results o r Statement o f Attainment will be issued to  students within 21 

days o f co urse co mpletio n. Students can also  o pt to  attend a o nce a year graduatio n ceremo ny usually 

held at the annual co nference in Octo ber held in Sydney, Melbo urne o r the Go ld Co ast.   

Mo deratio n o f Assessment (SRTO 2015: Standard 1) 
GRCI will co nduct mo deratio ns o f assessments which will invo lve assesso rs discussing  and reaching  

agreement abo ut assessment pro cesses and o utco mes.  It will enable the assesso rs to  develo p a shared 

understanding  o f the requirements o f each Training  Package, including  the relevant co mpetency 

standards and assessment guidelines, the nature o f evidence, ho w evidence is co llected and the basis o n 

which assessment decisio ns are made.  GRCI will reco rd all details o f the activities. 

Evaluatio n 

GRCI will co nduct evaluatio ns to  pro vide info rmatio n abo ut the efficiency, effectiveness and usefulness o f 

the training  pro gram.  Mo re specifically, the evaluatio n will be co nducted to  determine: 

 changes (if any) in student  

 kno wledg e increase, skills impro vement and attitude changes, 

 o ther results (such as reductio n in staff turno ver, increased pro ductio n, reduced co sts, impro vement 

in quality), and 

 ways to  impro ve future pro grams. 

 

 

Evaluatio n will be co nducted as fo llo ws: 

WHEN  DESCRIPTION 

 

RESPONDENT 

End o f co urse  What were the respo nses to  the training  pro gram? 

1. 

Students 

 

 

 

Co ntinual End o f co urse co mments (o ral o r email) 

Meetings reco mmending  updates o n materials 

 

Facilitato r (trainer) 

Assesso r 

 

 
Evaluatio n will be co nducted via: 

 GRCI Learner survey (see Annex L fo r sample) 

 Learner questio nnaire fo rms 

 Emplo yer questio nnaire fo rms 
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 interviews, fo cus gro ups, surveys/questio nnaires and/ o r o ther data fro m co nsultatio n with students, 

emplo yees, enterprise clients and industry o rganisatio ns 

 staff/planning  meetings and agreed actio ns 

 co mplaints and appeals and their reso lutio n  refer to  co mplaints and appeals sectio n 

 internal audit repo rts and o rganisatio nal self assessment 

 staff perfo rmance-appraisal repo rts. 

 

The evaluatio ns will g ather feedback abo ut the: 

 quality o f the co urse co ntent, fo rmat, structure facilities and delivery metho ds. 

 quality, currency, relevance and sufficiency o f training  and assessment reso urces, including  

reaso nable adjustments made to  meet the needs o f students with a disability 

 pro fessio nal develo pment activities and o utco mes 

 validity, reliability, flexibility and fairness o f assessment pro cesses. 

 

GRCI will summarise the questio nnaires, analyse and review qualitative and/o r quantitative data to  

determine the need fo r impro vements to  training  and assessment and pro duce an evaluatio n repo rt.  The 

repo rt will include reco mmendatio ns fo r changes to  the co urse to  ensure that it better meets the needs o f 

the students.  The repo rt will be reviewed by the GRCI Directo r and trainers/assesso rs o n a 6 mo nthly 

basis to  determine when and if to  implement the reco mmendatio ns.  See Annex L fo r a sample. 

 

GRCI will also  no te any info rmal feedback the o rganisatio n may receive such as telepho ne calls, letters etc, 

abo ut its training  and assessment.  These will also  be reviewed and included in the respective evaluatio n 

repo rt. 

 

GRCI will maintain a reco rd o f all changes made to  its training  and assessment. 

Training  Reco rd  Manag ement Po licy (SRTO 2015 Standard 4) 
GRCI will maintain the fo llo wing  training  reco rds: 

 Co urse reco rds, 

 Co urse materials, 

 Student results, 

 All Summative  Assessment Co ver Sheets, 

 A sample  o f co mpleted assessment items, 

 Summative Assessment instruments, and  

 Details o f qualificatio ns/ Statements o f Attainment issued. 

 

An electro nic file  will be created fo r each co urse.  Any do cumentatio n relating  to  a co urse will be placed in 

the co urse file  including  no minatio ns, refunds, general co rrespo ndence, co mpleted evaluatio n 

questio nnaires, etc. 
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Student identificatio n will be verified o n o r befo re the co mmencement o f the co urse thro ugh the pro visio n 

o f pho to  identificatio n. The date 

in the database. 

 

All co urse materials will include versio n co ntro l details.  GRCI will ensure that all facilitato rs/assesso rs have 

a current co py o f the co urse materials prio r to  the delivery o f a co urse. 

 

GRCI will maintain a reco rd o f the final assessment o utco me fo r each unit o f co mpetency.  The reco rd will 

include the number and title o f the unit o f co mpetency, the final summary (including  a no tatio n o f 

co mpetent/no t yet co mpetent) plus the date achieved and will be  kept electro nically and/o r hard co py. 

 

GRCI will maintain a co py o f all co mpleted assessment items fo r all students until after the appeal perio d 

(minimum o f 5 wo rking  days).  This will co nsist o f sufficient evidence  as to  ho w the assessment was made 

so  as to  be able to  justify the decisio n if there is an appeal.  It will co nsist o f the actual piece  o f wo rk 

co mpleted by the student (if practical) and the Summative Assessment Co ver Sheet fo r the student.  The 

Summative Assessment Co ver Sheet will include a summary o f feedback g iven to  the student, the name o f 

the assesso r and the date o f the assessment.  After the appeal perio d o nly the Summative Assessment 

Co ver Sheet fo r each student will be retained. 

 

GRCI will maintain a co py o f all assessment instruments.  Such instruments may address o ne co mpetency 

o r a cluster o f co mpetencies as applicable  fo r ho listic assessment.  They clearly demo nstrate what has 

been assessed, ho w this o ccurred and the linkage to  the  set standards in the training  pro duct (Training  

Package/accredited co urse).  They will be suppo rted by o bjective  criteria o n which the assesso r based the 

assessment decisio n, such as mo del answers o r listing  the key po ints. 

 

All o rig inal assessment reco rds will be gro uped by co urse and sto red in a lo cked filing  cabinet in the  GRCI 

o ffices.   

 

GRCI will maintain a reco rd o f Qualificatio ns and/o r Statements o f Attainment issued to  students 

electro nically and/o r in hard co py.  The reco rd will meet the requirements o f the AQF Implementatio n 

Handbo o k and the endo rsed Training  Packag es and/o r accredited co urses within the sco pe o f GRCI

reg istratio n.  GRCI will maintain eno ugh info rmatio n to  repro duce the qualificatio ns/Statements o f 

Attainment, including  the date o f issue, if required.  A list o f units o f co mpetency achieved by each 

individual student will also  be retained. Fo r qualificatio ns co mpleted after 1 January 2015 GRCI student  

VET transcripts will be  available using  the Student Identifier and access the natio nal database. 

 

 

A disk co py o f the fo llo wing  will be sto red o n the  GRCI netwo rk and a mo nthly back up co py will be held 

by the Administratio n Manager in an alternate lo catio n: 

 Student results, 

 Assessment instruments, and 

 Qualificatio ns/Statements o f Attainment issued. 
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All reco rds will be maintained in a secure place and co nfidential info rmatio n must be safeguarded.  Access 

to  the reco rds will be restricted. 

 

Info rmatio n abo ut individual students will no t be disclo sed to  a third party witho ut the written co nsent o f 

the student. 

 

Where a student wishes to  gain access to  their perso nal reco rds, they are  required to  put the request in 

writing  to  the Managing  Directo r o f GRCI.  The latter will then arrang e an appo intment when the student 

can visit the premises o f GRCI and view their reco rds.  Such access will be supervised by autho rised  GRCI 

staff. 

 

Sho uld GRCI cease to  o perate, the o rganisatio n will, within 14 wo rking  days o f ceasing , fo rward all student 

results, including  student reco rds (name, address and any identifier, such as date  o f birth) to  the 

student results/details since initial reg istratio n.  The reco rds will be  in the fo rm o f a disk co py and hard 

co py, and include so ftware details.  Co pies o f qualificatio ns/Statements o f Attainment granted to  

students, and a list o f the co mpetencies/mo dules achieved fo r each student will be included. 

 

GRCI will retain reco rds to  demo nstrate SNR Co mpliance o n audit as fo llo ws: 

ITEM FORMAT PERIOD TO BE RETAINED 
(MIN) 

NUMBER 

Student results Electro nic  

 

30 years (SRTO schedule 5) 100% 

Co mpleted 

assessment 

items 

Assessment 

co mpleted by the 

student electro nic 

and hard co py 

submissio ns 

SNR = Minimum 6 mo nths after 

co mpletio n o f co urse. GRCI 

currently sto res these fo r the 

previo us 3 years. They are  kept 

fo r mo deratio n and validatio n 

purpo ses and sto red in lo cked 

cabinets 

100% 

 

co mpleted marking  

guide/  criteria/  

o bservatio n 

checklists 

SNR = Minimum 6 mo nths after 

co mpletio n o f co urse. GRCI 

currently sto res these fo r the 

previo us 3 years. They are  kept 

fo r mo deratio n and validatio n 

purpo ses and sto red in lo cked 

cabinets 

100% 

  

Assessment 

to o ls/  

instruments 

Electro nic o r hard 

co py 

5 years  

To  be validated a minimum 

every 5 years and mo re than 

50% within the first 3 years 

(SRTO Standard 1.9, 1.10 and 

1.11). It is planned that all 

assessment to o ls/pro ducts will 

be validated and updated in 

2015 in preparatio n fo r re-

accreditatio n o f co urses in 

Octo ber 2015 

All to o ls/  

instruments 

used (all 

assessment 

pro ducts) 
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ITEM FORMAT PERIOD TO BE RETAINED 
(MIN) 

NUMBER 

Qualificatio ns/  

Statements o f 
Attainment 

Issued 

Electro nic  30 years(SRTO schedule 5) 100% 
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Reco g nitio n o f Prio r Learning  (RPL) (SRTO 2015: Standard 1.8 and 1.12) 
Refer to  ANNEX N: 

and kno wledge, irrespective o f ho w it has been acquired 

 

GRCI has develo ped a system that is o ffered to  all students to  ensure there is no  unnecessary duplicatio n 

o f training  o r assessment and to  ensure maximum reco gnitio n o f current skills and kno wledge. This is 

detailed in the reco gnitio n o f prio r learning  sectio n. Student skills and kno wledge are mapped ag ainst the 

requirements o f the co mpetencies. 

 

Fo r qualificatio ns co mpleted after 1 January 2015 GRCI will be  able to  access VET transcripts fo r the 

student using  their individual Student Identifier and access the natio nal database. 

 

Trainers/Assesso rs are required to  advise students o f RPL and ho w they may apply.  RPL is the pro cess o f 

fo rmal reco gnitio n fo r skills and kno wledge gained thro ugh previo us experiences such as: 

 Life experiences 

 Previo us fo rmal learning  

 Emplo yment 

 Recreatio nal o r perso nal interests 

Students may be elig ible fo r reco gnitio n o f prio r learning  fo r part o r all o f their intended study, based o n 

previo us experiences and learning .  Fo r all RPL applicatio ns evidence must be gathered and RPL 

applicatio n co mpleted.   

 

The trainer/a the evidence gathering  and 

do cumentatio n pro cess. This means a student applying  fo r RPL must satisfy the requirements o f the 

co mpetency/ co mpetencies in the co urse. RPL is an individual pro cess o f mapping  prio r learning  to  the 

perfo rmance criteria, kno wledg e and skills and evidence requirements o f the co urse. The Managing  

Directo r, the Pro fessio nal Develo pment Manager, the RTO manager, and assesso rs may be invo lved in 

making  decisio ns based o n the evidence and do cumentatio n pro vided by the student.   

 

Re co g nitio n o f Q ualificatio ns issue d b y o ther RTO s /  Cre dit transfer (SRTO 2015: Standard 3) 

GRCI will reco gnise AQF qualificatio ns and Statements o f Attainment issued by all o ther RTOs. Students 

may be elig ible fo r a credit transfer fo r training  previo usly undertaken thro ugh ano ther Reg istered Training  

Organisatio n. Credit transfers may be granted fo r o ne o r mo re units o r a full certificate. Three majo r 

facto rs need to  be co nsidered including  ho w recently the qualificatio n was issued, mapping  to  the 

accredited co urse and if the training  was undertaken with a Reg istered Training  Organisatio n. 

 

A student applying  fo r direct credit transfer is required to  submit the o rig inal (o r certified true co py) o f the 

Testamur with an o rig inal Reco rd o f Results (listing  co mpetencies) o r a Statement o f Attainment (listing  

co mpetencies) and any o ther relevant info rmatio n to  GRCI. Co pies o f the o rig inals will be kept in the 

student file . 
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Trainers/assesso rs are required to  advise students o n the availability o f this o ptio n and assist them in 

gathering  required do cumentatio n. The final decisio n regarding  Credit Transfers will be made based o n 

the do cumentatio n pro vided to  the Pro fessio nal Develo pment Manager. 

The PDM will review the do cuments and may co nfirm their authenticity by co ntacting  the relevant RTO.  

The PDM will grant direct credit transfer if appro priate. 

 

The PDM is required to  do cument that credit has been g iven to  a student o n the basis o f do cuments 

plus the co pies o f do cuments are to  be placed o n the relevant co urse and student files. 

AQF qualificatio ns and Statements o f Attainment unable to  be verified will no t be reco gnised and the 

student asked to  pro vide further verifiable evidence if po ssible.  No n-verified claims fo r credit transfer are 

to  be reco rded o n the individual student tio n 

and/o r sugg estio ns undertaken. 

 

Fo r qualificatio ns co mpleted after 1 January 2015 GRCI will be  able to  access VET transcripts fo r the 

student using  their individual Student Identifier and access the natio nal database. 

 

 

Results 

All students are to  receive their assessment feedback and result within 14 days o f submissio n.  On 

co mpletio n o f the co urse requirements GRCI will issue either the Testamur and Reco rd o f results o r a 

Statement o f Attainment within 21 days.  
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Deferral, Suspend, Cance l o r Transfer enro lment Po licy & Pro cedure   
 

SNR 17: Management systems are respo nsive to  the needs o f clients, staff and stakeho lders, and in the 

enviro nment in which the NVR reg istered training  o rganisatio n o perates. 

SRTO: Standard 5 Each learner is pro perly info rmed and pro tected 

 

 

Purpo se  

The Institute permits students to  defer o r tempo rarily suspend, cancel o r transfer their studies, thro ugh fo rmal 

agreement. This po licy also  detai

suspended, cancelled o r transferred by the Institute.  

 

Definitio ns 

 

Cancel enro lment Terminate enro lment 

Co mpassio nate o r 

co mpelling  

circumstances 

Situatio ns beyo nd the co ntro l o f the student may be g o o d reaso ns why a 

student needs special co nsideratio n. The fo llo wing  are  examples o f 

co mpassio nate o r co mpelling  circumstances: 

Serio us illness o r injury, (a medical certificate must be  pro vided stating  

that student is unable to  attend class) 

Bereavement o f clo se family members  

A traumatic experience such as witnessing  a serio us accident o r crime  

A majo r po litical upheaval o r natural disaster in the o verseas distant 

learners ho me co untry 

Defer studies delay the co mmencement o f studies 

Suspend studies put studies o ff fo r a perio d o f time with the intentio n o f resuming  studies 

later 

Transfer enro lment change enro lment and fees paid to  ano ther student. This may o ccur 

where a co rpo rate member o r co mpany enro ls an emplo yee and then 

transfers that enro lment to  ano ther emplo yee. Transfer enro lment may 

o nly take place  befo re studies co mmence. The replacement student also  

must meet entry requirements 

 

 

The fo llo wing  are gro unds fo r suspensio n o r cancellatio n o f enro lment:  

o Sexual harassment against staff o r students o r o thers 

o Racial discriminatio n, vilificatio n o r bullying  

o Intimidating  staff o r students o r o thers 

o Defaming  the Institute o r staff o r students o r o thers 

o Criminal actio ns o r is a risk o f co mmitting  a criminal o ffence  

o Cheating  o r Plag iarism 

o Refusing  to  wo rk in a safe, clean, o rderly manner 

o Being  under the influence o f drugs o r alco ho l to  the po int which creates an unsafe enviro nment 

fo r staff o r students o r o thers and o neself 

o Smo king  at venues  

o Failure to  pay fees when due  

o Failure to  maintain appro priate co urse pro gress levels 
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A student who  wishes to  defer, suspend, cancel o r transfer enro lment needs to  co mplete the fo rm: ANNEX I 

 

 

Pro cedure  

 

Prio r to  Enro lme nt 

This po licy and pro cedure is made available to  pro spective students as a do wnlo adable Po licies & 

Pro cedures Handbo o k  

Students must co mplete the: Defer suspend, Cancel, Transfer applicatio n fo rm in ANNEX I at the end o f 

this handbo o k and submit to  educatio n@theGRCinstitute.o rg  

 

Where a student has applied fo r deferment o r suspensio n o f their studies due to  co mpassio nate o r 

co mpelling  circumstances, the Institute will 

request.  

 

The co llege will o nly defer o r tempo rarily suspend the enro lment o f the student o n the gro unds o f: 

co mpassio nate o f co mpelling  circumstances o r misco nduct by the student. Students have the right to  

appeal any decisio n, generally made within 10 wo rking  days, made by the Institute. 

 

maintained until the internal appeals pro cess is co mpleted. (SRTO 2015: Standard 6) 

 

If the student is no t satisfied with the o utco me o f an internal appeal regarding  deferment o r suspensio n o f 

studies they have the right to  lo dge a co mplaint with ASQA. Prio r to  this the Institute will endeavo ur to  

ssatisfied students but 

justified. Ho wever, the Institute will abide by any directio n fro m ASQA.  

 

Related do cuments (SRTO 2015: Standard 6): 

Co mplaints and appeals applicatio n fo rm 

Co mplaints and Appeals  

Deferral, Suspensio n, Cancellatio n o r Transfer applicatio n fo rm 

 

 

Appeals and Co mplaints (SRTO 2015: Standard 6.3) 
GRCI is dedicated to  pro viding  a high standard o f service. Students o r staff who  wish to  pursue a co ncern 

in relatio n to  the educatio n and training  services pro vided by GRCI are enco urag ed lo dge an appeal o r 

co mplaint using  the fo llo wing  pro cesses:  

 

Appe als (re fe r be lo w fo r Complaints) 

Step  1: Students who  are appealing  an assessment o utco me and/ o r the assessment pro cess o r an 

administrative matter invo lving  their study sho uld bring  the raise  the matter with their Trainer/Assesso r 

who  will attempt to  reso lve  the issue immediately. Appeals may be made by email, pho ne o r in perso n. If 

reso lved it sho uld be no ted and placed in the student file  and the co mplaints lo g . 
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 (This ste p should comme nce  within te n (10) working days o f the  asse ssme nt o utcome  be ing advise d o r 

the  compliant issue  be coming a co nce rn ). 

 

Step  2 

If still no t satisfied, the student o r staff member must co mplete the Complaints/Asse ssme nt Appe als Form 

- Part A (re fe r ANNEX H) and fo rward to  Pro fessio nal Develo pment Manag er. 

 

(This sho uld o ccur within 5 wo rking days o f Ste p 1) 

 

Step  3 

Fo r an assessment appeal it is to  be reviewed by a different Assesso r witho ut reference to  the o rig inal 

 marks o r co mmentary and the results o f the review summarised o n the Complaints and 

Asse ssme nt Appe als Form.  The student will be advised o f the appeals o utco me within 10 wo rking  days. If 

reso lved the matter is to  be do cumented o n the appeals fo rm, a co py supplied to  the student, and no ted 

in the co mplaints lo g  (ANNEX H). 

 

(This should o ccur within 10 working days o f Ste p 2) 

 

Step  4  

If still no t satisfied with the o utco me o f the appeal o r co mplaint, it is to  be reviewed by the Managing  

Directo r.  The Pro fessio nal Develo pment Manag er will send an ackno wledgement letter to  yo u, reco rd the 

receipt o f the Asse ssme nt Appe als Form, then review.   The Pro fessio nal Develo pment Manager if 

necessary will co nvene a review panel to  tho ro ughly examine the appeal o r co mplaint.  

 

(You will be  advise d o f the  outcome  within 10 working  days). 

 

Step  5 

If the student is no t satisfied with the o utco me o f an internal appeal review they have the right to  seek 

third party independent review. Prio r to  this the Institute will endeavo ur to  co nsider all reaso nable 

it is also  no t in the 

any directio n fro m the third party independent review. The RTO co mmittee is available fo r the purpo se o f 

review: currently chaired by Lo is McCo wan who  is qualified in bo th training  and assessing  and has o ver 

 within GRC including  qualificatio ns in human reso urces 

management 

 

 

Co mplaints (re fe r above  fo r Appe als) 

A co mplaint includes any issue reg arding  the behavio ur o f ano ther, whether a staff member o r student, 

that causes co ncern. This includes, but no t limited to : harassment o f any kind, service o r lack o f, o ffensive 

o r suggestive language, discriminatio n o f any type and so  o n. 
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First instance :  Students and staff are enco urag ed to  speak immediately with the perso n they have a 

co mplaint with o r their trainer o r superviso r.  If the student o r staff member is no t co mfo rtable addressing  

the issue directly with the perso n they have a co mplaint with o r with the trainer o r superviso r they are 

enco uraged to  co ntact the Pro fessio nal Develo pment Manager o r ano ther staff member that they can 

discuss the issue. This may reso lve the issue. 

 

Se co nd instance : If the issue is no t reso lved the student o r staff member is enco uraged to  either speak to  

o r co ntact in writing  the Managing  Directo r o r will he issue with the Pro fessio nal Develo pment Manag er o r 

RTO Manager. 

 

Third  instance : If the matter is still no t reso lved an independent third party will be requested to  assist with 

reso lutio n.  Prio r to  this the Institute will endeavo ur to  co nsider all reaso nable co mplaints against a staff 

member o r student. The Institute will abide by any directio n fro m the third party independent review. The 

RTO co mmittee is available  fo r the purpo se o f review: currently chaired by Lo is McCo wan who  is qualified 

C including  

qualificatio ns in human reso urces manag ement 

 

Outco mes o f co mplaints will be pro vided to  the candidate in writing  within 15 wo rking  days o f the 

decisio n. 

 

Fo urth instance : If still no t satisfied with the o utco me o f this pro cedure then the student will be advised 

o f their right to  refer the matter to  the new co mplaints ho tline: thro ugh the Natio nal Training  Co mplaints 

Ho tline, co mplaints will be directed to  relevant autho rities, co nnecting  co nsumers with the mo st 

appro priate o rganisatio n to  assist them. Students can reg ister a co mplaint with the Natio nal Training  

Co mplaints Ho tline by: 

Pho ne: 13 38 73, Mo nday Friday, 8am to  6pm natio nally.  

Email: skilling @educatio n.g o v.au 

Further, The Natio nal Training  Co mplaints Ho tline uses the services o f the  

 Translating  and Interpreting  Service and  

 Natio nal Relay Service. 

 

The mo st appro priate o r relevant autho rities may include: Australia Fair Trading , legal advice,  Australian 

Skills Quality Autho rity (ASQA)  

 

It sho uld be no ted that ASQA still o ffers an o n line co mplaints fo rm at 

http:/ /www.asqa.g o v.au/co mplaints/making -a-co mplaint.html Ho wever, ASQA no w takes a risk-

assessment appro ach to  co mplaints as their reso urces are limited and will o nly fo cus o n the mo st serio us 

co mplaints.  

 

Prio r to  the abo ve the Institute will endeavo ur to  co nsider all reaso nable requests, including  the use o f an 

independent third party as o utlined abo ve, 

 best interest to  act o n a unjustified co mpliant.  Ho wever, the 

Institute will abide by any directio n by an independent third party o r by an external agency listed abo ve.. 
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Co urse  fe es and  charg es 

All fees and charges fo r the delivery o f vo catio nal training  and assessment services must be appro ved by 

the Managing  Directo r prio r to  their publicatio n, quo tatio n to  students o r tender submissio n. Fees are 

 

 

All students are to  be pro vided with a numbered invo ice detailing  all fees paid. 

Where an emplo yer is to  be invo iced fo r services fo r his/her emplo yees undertaking  training , the invo ice 

must clearly indicate the names o f tho se emplo yees fo r who m the invo ice applies.  

 

 

Students attending  GRCI co urses will be g iven the o ppo rtunity to  apply fo r reco gnitio n o f prio r learning  

anytime prio r to  and/o r during  the co urse. 

 

Students are required to  prepare a po rtfo lio  o f evidence to  address the perfo rmance criteria o f the 

co mpetency standard fo r which they are seeking  reco g nitio n.  Refer Annex N fo r an example o f an RPL 

po rtfo lio . 

 

A fo rmal briefing  may be  pro vided to  all RPL students to  explain acceptable  evidence, ho w the Po rtfo lio  

wo rks and the pro cess in submitting  fo r assessment.  GRCI staff will be available to  advise and assist with 

the preparatio n o f the po rtfo lio  o f evidence o n request. 

 

Students sho uld co ntact the GRCI o ffice to  arrange co llectio n o f po rtfo lio s and set interview dates. 

 

The assessment to o l used fo r RPL can be fo und at Annex N. 

 

A fee will be  charged fo r the assessment. 

 

Sho uld the student be dissatisfied with the RPL determinatio n, they may appeal.  Refer Appeals Po licy. 
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Industry Co nsultatio n (SRTO 2015: Standard 1) 
GRCI will co nsult with industry o n a regular basis to  ensure that the training  the o rganisatio n co nducts is 

current and meeting  industry needs. 

 

Industry co nsultatio n includes the fo llo wing  

GRCI bo ard o f d ire cto rs: 

Directo rs determine the directio n and fo cus o f GRCI co urses and they meet appro ximately 9 times per 

annum. Each bo ard member has years o f experience in GRC and are all qualified as industry co nsultants 

and experts in vario us aspects o f GRC. Refer to  bo ard minutes fo r details o n decisio ns. 

 

Name Bo ard Title  Co mpany Po sitio n Co ntact 

Alf 

Esteban 

CCP 

President Pro techt Pty Ltd.  

A pro vider o f 

GRC so ftware 

pro ducts, service 

and training  

Chief Executive Officer.  

Alf has an extensive backgro und in 

bo th GRC business manag ement 

and management o f IT 

o rganisatio ns. His past ro les have 

included a 21 year career at IBM in 

Australia and internatio nally. He 

currently pro vides strategy, risk and 

co mpliance management co nsulting  

thro ugh his o wn management 

co nsultancy. 

alf.esteban@theg

rcinstitute.o rg  

Bro nwyn 

Gallacher 

CCP 

Vice 

president 

CCL Co nsultants 

Pro viding  

co mpliance 

advice, eco no mic 

advice, and 

training  services 

in relatio n to  

co mpetitio n and 

co nsumer laws 

acro ss vario us 

jurisdictio ns. 

Managing  Directo r. 

In additio n to  co nsulting  Bro nwyn's 

experience wo rking  fo r the 

Australian Co mpetitio n and 

Co nsumer Co mmissio n (ACCC) in a 

variety o f ro les. She has also  wo rked 

as an academic tuto r in eco no mics 

at the University o f So uth Australia. 

bro nwyn.gallach

er@thegrcinstitut

e.o rg  

Kellie 

Po well 

CCP  

Treasurer Wo o lwo rths 

Limited 

Co mpliance Framewo rk Manager. 

Kellie is a highly experienced 

Co mpliance Manag er, with mo re 

than 10 years  experience 

develo ping  and maintaining  

merchandise, retail and o ther 

co mpliance framewo rks.  

kellie .po well@th

egrcinstitute.o rg  

Martin 

To lar CCP 

Directo r GRCI Managing  Directo r. 

Martin has o ver 10 years  

experience in pro fessio nal services 

and is the Chair o f the ISO 

co mpliance wo rking  party 

develo ping  an internatio nal 

co mpliance standard. 

martin.tolar@theG

RCinstitute.org 
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William 

Lewis CCP 

Directo r Medibank Health Senio r Co mpliance Manager 

Willie has extensive experience in 

co mpliance, pro cess 

design/ impro vement, go vernment 

lo bbying  and pro viding  leg al 

advice. He specializes in the 

financial, teleco mmunicatio ns 

go vernment and insurance secto r.  

willie.lewis@thegrci
nstitute.org 
 

Ro bert 

Ludlo w 

AGRCI 

Directo r AON 

Australia/Pacific  

Head o f Co mpliance  

Ro bert is respo nsible fo r co mpliance 

acro ss all Ao n entities in 

Australia/Pacific. He also  has o ver 

10 years  experience in majo r crime 

investigatio n 

ro bert.ludlo w@th

egrcinstitute.o rg   

Lo is 

McCo wan 

CCP 

Directo r RITEJAC 

Pro vider o f 

co mpliance, risk, 

co rpo rate 

go vernance, 

related training   

& pro ject 

management 

GRC and Pro ject Management 

Integratio n Co nsultant. 

Lo is has extensive experience in 

financial planning , superannuatio n, 

co mpliance and risk manag ement, 

training  and co aching , strateg ic and 

pro ject management 

lois.mccowan@the

grcinstitute.org  

Caro lyn 

Hanso n 

CCP 

Directo r Westpac AML/CTF Sanctio ns Mana ger 

Caro lyn has led, develo ped and 

co o rdinated Co mpliance and Anti 

Mo ney Laundering  pro grams and 

trained in o ver 20 co untries fo r 

internatio nal financial institutio ns. 

carolyn.hanson@th

egrcinstitute.org  

Stephen 

Luk  

Directo r AIA Gro up Head o f Gro up Investment 

Co mpliance 

Stephen is respo nsible fo r the 

o verall co mpliance management 

suppo rt o f AIA investment activities 

acro ss the gro up.  

stephen.luk@thegr

cinstitute.org 
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Industry Principal Memb e rs: 

Principal members influence advo cacy and regulato ry po licy decisio ns within GRCI which in turn influence 

co urse revisio ns. Principal members also  suppo rt their o wn staff by subsidising  o r paying  fo r them to  

co mplete GRCI co urses as part o f their Co ntinuo us Pro fessio nal Develo pment. Principal member staff 

acco unt fo r appro ximately 20% GRCI enro lment who  attend GRCI co urses fully paid by their emplo yers 

  

          

         
 

 
 

 

 

Accreditatio n and Educatio n Co mmitte e : 

Co mmitees also  determine the directio n and fo cus o f GRCI co urses and they meet appro ximately 4 times 

per annum. The AEC o versees all educatio nal co urse including  RTO accredited co urses. Each co mmittee 

member has years o f experience in GRC and are all qualified as industry co nsultants and experts in vario us 

aspects o f GRC. So me members are also  bo ard members o r represent GRCI principal members listed 

abo ve. Refer to  co mmittee minutes fo r details o n decisio ns. 

 

Name Co mmitte

e Title 

Co mpany Po sitio n Co ntact 

William 

Lewis CCP 

Chair Medibank 

Health 

Senio r Co mpliance Manager 

Willie has extensive experience 

in co mpliance, pro cess 

design/ impro vement, 

go vernment lo bbying  and 

pro viding  legal advice. He 

specializes in the financial, 

teleco mmunicatio ns 

go vernment and insurance 

secto r.  

willie.lewis@thegrcinstit
ute.org 
 

Ro bert 

Emery 

CCP 

(Fello w) 

Member Bupa 

Australia. 

Insurance  

Risk & Co mpliance Head.  

20 years as a co mpliance and 

risk manag ement 

specialist 

robert.emery@mbf.co

m.au 
 

Martin 

To lar CCP 

Member GRCI Managing  Directo r.  

Over 10 years  experience in 

martin.tolar@theGRCin

stitute.org 
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pro fessio nal services and is the 

Chair o f the ISO co mpliance 

wo rking  party  

develo ping  an internatio nal 

co mpliance standard 

 

Stuart 

Clarke  

 

Member AMP Manager, Co mpliance  Gro up 

Risk Manag ement.  

Stuart_Clarke@amp.

co m.au 

Justin 

Lucas 

 

Member Rebel Spo rt Co mpliance & Pro duct 

Assurance Officer 

Respo nsible fo r Rebel Gro up 

co mpliance pro gram and 

pro duct assurance o ver mo re 

than 100,000 pro duct lines 

jlucas@rebelgro up.c

o m.au 

Sylvia 

Alo izo s 

CCP 

(Fello w) 

Member Kmart Tyre 

and Auto  

Service  

Co mpliance Manag er 

 

Senio r co mpliance expert with 

backgro und in insurance law 

and general risk management. 

Also  an experienced pro ject 

manager with specialist 

understanding  o f relevant 

majo r regulato ry changes 

including  (AML/CTF) and 

Privacy laws 

 

sylvia.alo izo s@kmart.

co m.au 

Anne 

Heilman-

Ing lis 

CCP 

(Fello w) 

 

Member Newcastle 

Permanent 

Building  

So ciety 

Co mpliance 

Specialist in the area o f Ethics, 

enfo rceable  undertakings, 

framewo rk desig n and pro ject 

management. 

She has wo rked in vario us 

secto rs like Banking , Insurance, 

Asset Manag ement and Real 

Estate etc. 

anne.heilmaninglis@

newcastlepermanent

.co m.au 

Fio na 

Ho o ymans 

(CCP) 

 

Member ASX General Manager, Participants 

Co mpliance 

 

Extensive experience in 

Co mpliance, Risk and 

Go vernance.Has previo usly 

wo rked with UBS. 

fio na.ho o ymans@asx

.co m.au 

 

 

Industry Audit and Risk Co mmittee  

impacts o n educatio n co urses. They meet appro ximately 4 times per annum. The IARC reco mmends to  

the bo ard advice and po sitio n o n all matters to  do  with GRC. Each co mmittee member has years o f 

experience in GRC and are all qualified as industry co nsultants and experts in vario us aspects o f GRC. 

So me members are  also  bo ard members o r AEC members listed abo ve. Refer to  co mmittee minutes fo r 

details o n decisio ns. 
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Name Co mmitte

e Title 

Co mpany Po sitio n Co ntact 

William 

Lewis CCP 

Member Medibank 

Health 

Senio r Co mpliance Manager 

Willie has extensive experience 

in co mpliance, pro cess 

design/ impro vement, 

go vernment lo bbying  and 

pro viding  legal advice. He 

specializes in the financial, 

teleco mmunicatio ns 

go vernment and insurance 

secto r.  

willie.lewis@thegrcinstitu

te.org 
 

Bro nwyn 

Gallacher 

CCP 

Member CCL 

Co nsultants 

Pro viding  

co mpliance, 

eco no mic, 

and training  

services in 

co mpetitio n 

& co nsumer 

laws acro ss 

vario us 

jurisdictio ns. 

Managing  Directo r. 

In additio n to  co nsulting  

Bro nwyn's backgro und includes 

fo r the Australian Co mpetitio n 

and Co nsumer Co mmissio n 

(ACCC) in a variety o f ro les. She 

has also  wo rked as an 

academic tuto r in eco no mics at 

the University o f So uth 

Australia. 

bro nwyn.gallacher@th

egrcinstitute.o rg  

Ro bert 

Ludlo w 

AGRCI 

Member AON 

Australia/Pac

ific 

Head o f Co mpliance  

Ro bert is respo nsible fo r 

co mpliance acro ss all Ao n 

entities in Australia/Pacific. He 

also  has o ver 10 years  

experience in majo r crime 

investigatio n 

ro bert.ludlo w@thegrci

nstitute.o rg   

David 

Mo rris 

Member AMP 

Services NZ  

Ltd. 

Regulato ry Co mpliance 

Specialist 

david_mo rris@amp.co

.nz 

Stephen 

Luk  

Member AIA Gro up Head o f Gro up Investment 

Co mpliance 

Stephen is respo nsible fo r the 

o verall co mpliance 

management suppo rt o f AIA 

investment activities acro ss the 

gro up.  

stephen.luk@thegrcinstit

ute.org 
 

Martin 

To lar CCP 

Directo r GRCI Managing  Directo r. 

Martin has o ver 10 years  

experience in pro fessio nal 

services and is the Chair o f the 

ISO co mpliance wo rking  party 

develo ping  an internatio nal 

co mpliance standard. 

martin.tolar@theGRCinst

itute.org 
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Industry Advo cacy Submissio ns 

GRCI wo rks with members o f GRCI (industry representatives fro m Principal Members and GRCI 

membership) to  create  wo rking  gro ups o f industry specialists that co mmunicate their co mpliance, risk 

and go vernance co ncerns and issues acro ss a range o f industries. The results o f these wo rking  parties 

impact o n develo pment o f training  materials. Fo r a co mplete list o f Industry Advo cacy submissio ns refer 

to  web SUBMISSIONS and ARCHIVED SUBMISSIONS tabs. Recently submissio ns include the fo llo wing . 

 

 CAMAC Managed Investments Scheme Co nsultatio n September 2011 

 FOFA Tranche Two  

 Submissio n to  Assistant Treasurer, Bill Sho rten, fo r a co mpliance educatio n fund . 

 Finance - in respo nse to  its call fo r co mment on 

pro po sed measures to  amend allo wances fo r facilitatio n payments 

 ASIC CP 171 - Review o f Regulato ry Guide 79 Managing  Co nflicts o f Interest  

 Department o f Agriculture, Fisheries & Forestry o n pro po sed refo rms o f the Agricultural and 
Veterinary Chemicals Legislatio n Amendment Bill  

 - Anti-Co rruptio n Plan GRCI believes that a sig nificant amo unt o f 

wo rk is still required if a co mprehensive and effective plan is to  be develo ped that is integrated into  
all three tiers o f go vernment.  

 Perso nal Liability fo r Co rpo rate Fault Refo rm Bill 2012 (the bill) GRCI appreciates the difficulty faced 

by company directo rs in assuming  respo nsibility fo r ensuring  all 

co nduct when in many cases it is the CEO (o r equivalent) and senio r management that ho lds 
greater sway o ver the culture o f the o rganisatio n; their day to  day o peratio ns; and the resulting  

co mpliance and risk o utco mes 

 New Zealand Co mmerce Select Co mmittee: Financial Markets Co nduct Bill  
 

 

Industry Advo cacy Eng ag eme nt 

GRCI actively o rganises and participates in o pen discussio ns and reg ulato r engagement to  advo cate 

balanced reg ulatio n fo r members and their o rganisatio ns. GRCI Managing  Directo r conducted a series o f 
meetings with regulato rs in Australia, Ho ng  Ko ng, New Zealand and Singapo re, and participated in a 

selectio n o f co mmittees to  co mmunicate member feedback. Wo rk co ntinued to  mo ve fo rward o n the 

develo pment o f an internatio nal co mpliance standard fo llo wing  funding  granted by the Co mmo nwealth in 
2010/ 11. The pro ject has drawn suppo rt fro m 21 co untries.  In late  2012 GRCI began wo rking  clo sely with 

Standards Australia to  pro vide direct feedback to  the Internatio nal Organisatio n fo r Standardisatio n (ISO) 

aro und the AS/NZS 3806 standard on which the new standard will be based. Wo rk will co ntinue o n this 
impo rtant pro ject over the next three years and it is envisaged tho se o rganisatio ns already trained and 

using  the AS/NZS 3806 co mpliance standard stand to  gain a co mpetitive edg e in the internatio nal 

business arena once the internatio nal standard is finalised. With finalisatio n GRCI will act to  inco rpo rate 
new internatio nal co mpliance standards in their courses. 

 

Industry Strate g ic  Partner 

GRCI has clo se links with the Australian Risk Po licy Institute (ARPI) 

ARPI provides consultation and expert services through a number of publications and policies.  ARPI’s 
partners list refers to GRCI as “The GRC Institute (formerly ACI) is the leading association for over 2,500 

compliance and enterprise risk management professionals across the Asia Pacific region, with a strong 

focus on the development of business governance practices that support the achievement of an 

organisation’s objectives. “ 
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Industry Skills Co uncils 

In creating  Accredited Co urses GRCI draws o n the expertise o f vario us Industry Skills Co uncils and selects 

relevant co mpetencies fro m the fo llo wing  Training  Packages to  create Accredited Co urses. Currently all 

belo w ISCs are engaged in 

Management which will be submitted to  ASQA by the end o f 2014. 

 

Manufacturing  Industry Skills Co uncil /  Manufacturing  Skills Australia (MSA) 

Training  Packages: MSA07 Manufacturing  Training  Packag e  

   MSS11 Sustainability Training  Package  

 

Inno vatio n & Business Skills Australia (IBSA) 

Training  Package:  BSB07 Business Services Training  Package  

   FNS10 Financial Services Training  package  

 

Go vernment Skills Australia (GSA) 

Training  Packages:  PSP12 Public Secto r Training  Package  

 

Industry Co uncil Netwo rking  Partner: Manufacturing  Skills Australia  

MSA-GRCI have established an info rmal netwo rking  agreement 

MSA will provide 

 free reso urces suppo rting  units o f co mpetency used in GRCI co urses 

 wo rksho ps fo r GRCI trainers o n updated units and the inclusio n o f LLN in new units 

 

GRCI will pro vide  

 Feedback to  MSA as a netwo rking  partner o n implementing  units o f co mpetency 

 ISO updates and co mpliance reco mmendatio ns that may be relevant to  MSS units 

Professional Development (SRTO 2015: Standard 1.21, 1.23, 1.24) 
GRCI arrang es pro fessio nal develo pment to  co ntinuo usly develo p the skills and kno wledge  o f its trainers 

and assesso rs refer to  Trainer/assesso r Matrices 

 

GRCI will establish and verify that its trainers and assesso rs meet natio nal benchmark co mpetency 

requirements and co ntinue to  develo p their co mpetence by: 

 suppo rting  them in meaningful engagement with industry and relevant pro fessio nal bo dies 

 suppo rting  their pro fessio nal develo pment in teaching  and learning  metho ds 

 suppo rting  their attendance at pro fessio nal co nferences as presenters o r participants 

 

Evidence o f impro vements will include reco rds o f pro fessio nal develo pment undertaken by staff and 

included in their staff po rtfo lio  
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Trainers and Assessors (SRTO 2015: Standard 1.21, 1.23, 1.24) 
GRCI will ensure that training  is delivered and assessments are co nducted, by staff who  have: 

 TAE40110 Certificate IV in Training  and Assessment (SNR and SRTO require a minimum skills set fo r 

assessment) 

 current kno wledge and skills in assessing  ag ainst the relevant training  packag e has sho wn by currency 

in experience and qualificatio ns 

 current kno wledge o f the relevant training  packag e  

 current kno wledge o f the Australian Qualificatio ns Framewo rk (AQF) particularly the disting uishing  

features o f each qualificatio n level, 

 current kno wledge o f the SNR and SRTO 2015 

 current training  and assessment practices, 

 necessary interperso nal and co mmunicatio n skills including  kno wledge  o f lang uage, literacy and 

numeracy issues in the co ntext o f assessment, and  

 the required credentials if the qualificatio n o r units o f co mpetency are being  delivered to  meet a 

regulato ry o r licensing  requirement.  In so me cases licensing  autho rities require trainers and assesso rs 

to  have qualificatio ns higher than tho se they are training  and assessing . 

 

GRCI will verify evidence o f co mpetence by: 

 carrying  o ut referee checks and 

 sighting  o rig inal (o r certified co pies) o f qualificatio ns. 

 

GRCI will maintain the fo llo wing  reco rds: 

 verified co pies o f qualificatio ns o f all trainers/assesso rs and their verified CVs 

 reco rds that sho w ho w the co mpetency o f each trainer/assesso r meets the requirements o f the 

co mpetencies they are delivering  and assessing  (fo r example, mapping  do cuments) 

 CPD plans fo r each trainer/ assesso r 

 6 mo nthly updates o f CV sho wing  currency o f wo rk experience and pro fessio nal develo pment 

currency 

Supervision of Trainers and Assessors (SRTO 2015: Standard 1.17 to 1.20) 
 
Where a trainer  will have a clear arrangement in place  to  ensure a 

supervising  trainer pro vides regular guidance, suppo rt and directio n to  the supervised trainer.  The 

supervised trainer must co mplete a staff inductio n and TAE to  be fully qualified to  train unsupervised. 

 

Direct supervisio n applies to  a staff member who : 

 delivers o r assesses training  but do es no t ho ld the TAE40110 Certificate IV in Training  and 

Assessment (but may have an earlier versio n such as TAA40104 Certificate IV in Training  and 

Assessment o r BSZ40198 Certificate IV in Assessment and Wo rkplace Training  and are undergo ing  an 
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upgrade co urse to  TAE) 

 is no t able to  demo nstrate the equivalent co mpetencies. 

 

Direct supervisio n can be pro vided by a trainer/assesso r who  ho lds the appro priate training  

co mpetencies.  The supervising  trainer/assesso r is acco untable fo r the training /assessment co nducted 

under direct supervisio n but it is no t necessary fo r the superviso r to  be present during  all training  delivery. 

It is necessary, ho wever that the superviso r check o r co -assess all assessment activities. 

 

The ro le o f a superviso r is to : 

 pro vide guidance, suppo rt and directio n in relatio n to  the delivery and assessment pro cess 

 co nduct an initial meeting  to  review the training  and assessment material 

 discuss strateg ies to  suppo rt specific students  

 co nduct subsequent meetings to  review amended training  and assessment material 

 co nduct meetings o n a reg ular basis to  review training  and assessment co nducted 

 mo nito r delivery (by o bservatio n and feedback) and assessments (by reassessing , co mparing  and 

discussing) 

 check co mpliance with the SNR requirements 

 

GRCI will maintain reco rds o f supervisio n arrangements being  implemented (fo r example, meeting  no tes, 

emails).  GRCI will require its staff to  upgrade o r co mplete the new qualificatio n within 12 mo nths. 

 

 

Teach Out and Transit ion Policy & Procedure  
 
Co mpliance  Req uirements 

SNR 25: Transitio n to  Training  Packages/expiry o f VET accredited co urse 

ASQA: General Directio n  Transitio n and teach-o ut (2014) 

SRTO 2015: Standard 1.26 and 1.27  

 

Definitio ns 

ASQA: Australian Skills Quality Autho rity 

Current Student: a student who  has co mmenced training  and/o r assessment in a VET co urse as at the date 

the VET co urse replacement is published o n the natio nal reg ister (training .go v.au) 

Deleted: when a qualificatio n o r unit o f co mpetency is remo ved fro m a training  package witho ut being  

replaced by ano ther qualificatio n o r unit o f co mpetency, the qualificatio n o r unit is referred to  as a 

  

Genuine disadvantage: must be evidenced fro m the perspective o f each affected student, no t simply the 

co nvenience o f the RTO. Genuine disadvantage assumes that the disadvantage to  the student o utweighs 

the advantag e to  the student being  enro lled in and receiving  the mo st current qualificatio n upo n 

co mpletio n. Belo w are situatio ns that may result in a student experiencing  genuine disadvantage and 
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sho uld be read in the co ntext o f the This list is no t intended to  

be exhaustive: 

o a requirement to  undertake additio nal units o f co mpetency 

o a fundamental change in the structure o r co ntent o f a training  pro gram 

o a significant change in training  venue o r delivery mo de  

o an extensio n to  the enro lment perio d  

o an additio nal financial expense  

Natio nal reg ister: http:/ / training .go v.au/  

RTO: ASQA reg istered training  o rganizatio n 

New student: a student who  has no t co mmenced training  o r assessment in a VET co urse as at the date the 

 the natio nal reg ister 

Superseded: when a new training  package qualificatio n o r accredited co urse replaces an existing  

qualificatio n, the existing  qualificatio n/accredited co urse . This rule also  

applies to  units o f co mpetency  

Teach-o ut: allo wance to  co mplete training , assessment and qualificatio n/accredited co urse issuance o f 

current students in an inactive VET co urse, fo llo wing  expiry o f any applicable transitio n perio d o f the VET 

. In SRTO 2015 this is defined as  

 

o ne year fro m the date the replacement 

 

Transitio n: all actio ns required to  change the delivery o peratio ns o f an RTO fro m an existing  training  

pro duct to  a replacement endo rsed/accredited training  pro duct; including   reso urcing , reg istratio n and 

transfer o f students. 

Principles 

 When assessing  co mpliance with SNR/ SRTO 2015, ASQA will apply an o verarching  principle that a 

student is entitled to  receive the current (endo rsed o r accredited) training  pro duct, unless the student 

wo uld be g enuinely disadvantaged in transferring  to  that pro duct under the prescribed transitio n 

arrangements. In these cases, an RTO is permitted a further perio d to  teach-o ut the student in his/her 

existing  qualificatio n, but must be prepared to  demo nstrate, upo n request, ho w the student wo uld 

have experienced genuine disadvantag e if made to  transitio n earlier. A student must no t co ntinue 

training  in any qualificatio n, accredited co urse o r unit o f co mpetency beyo nd the co mbined transitio n 

and teach-o ut perio ds under any circumstances. 

 An RTO must apply to  have a new training  package qualificatio n, unit o f co mpetency and/o r 

accredited co urse added to  its sco pe o f reg istratio n (by submitting  an Applicatio n to  chang e RTO 

sco pe o f reg istratio n o r Applicatio n fo r accreditatio n fo rm with the Accredited co urse fo rm, 

acco mpanied by the required fee), if it wishes to  deliver the new pro duct. Appro val o f this applicatio n 

must be reco rded o n the natio nal reg ister (training .go v.au) befo re the RTO can co mmence delivery. 

 RTOs must ensure that students are no t enro lled in qualificatio ns/ co urses that adversely affect their 

o ppo rtunities fo r emplo yment and/o r future study pathways. 

 An RTO must pro vide timely and adequate advice and guidance to  current students if the 

qualificatio n o r co urse in which they are enro lled is superseded/deleted/expired and ensure students 

are g iven the o ppo rtunity to  transfer to  replacement training  package  qualificatio ns co urse o r 

accredited co urses o r o ther currently endo rsed training  packages o r accredited co urses. Transfer o f 

students must be  undertaken in co llabo ratio n between the student and the RTO. Current students 

must no t be required to  transfer to  new training  package qualificatio ns o r new accredited co urses 

where the genuine disadvantage to  them in do ing  so  wo uld o utweigh their co ntinued training  in, and 
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issuance with, a qualificatio n o r statement o f attainment fo r a superseded o r deleted  training  package 

qualificatio n o r superseded o r expired accredited co urses. 

 An RTO do es no t need to  apply to  ASQA to  teach-o ut a training  packag e qualificatio n, unit o f 

co mpetency o r accredited co urse in acco rdance with this general directio n and inline with the 

standard o utlined in Standrad 1.26. 

 The fo llo wing  table sets o ut the arrangements fo r transitio n and teach-o ut to  guide RTO s in 

managing  their o bligatio ns when training  packag es and accredited co urses are  replaced, deleted o r 

expired. 

 

Transitio n arrang eme nt includ ing  te ach-o ut pro cedure  and pro visio ns 

 Transitio n arrang ements Teach-o ut pro visio ns 

RTO  reg istratio n Co ntinuing  

Students 

New 

Students 

 

Superseded 

1. Training  
package 

qualificatio n 

o r 
2. Accredited 

course o r 
3. Superseded 

unit o f 

competency 
  

 
 

If a training 

package 
qualificatio n o r 

accredited course  

on scope has been 
superseded 

then a transitio n 
applicatio n fo r the 

new training  

package 
qualificatio n o r 

accredited course 
will be submitted to  

ASQA if applicable. 

NOTE: ASQA 
may allow transitio n 

without a 

submissio n. 

 

In the case o f a 
superseded unit 

it will be replaced 
within the 

course/qualificatio n 

and implemented 
with the next 

cohort. Application 
to  ASQA is no  

longer required 

 
 

 

Where practical 

students will be 
transitio ned to  

the new  

qualificatio n 
ie  where the 

units are  
substantially 

the same. 

 
Where this is 

impractical and 
disadvantages 

students the 

Institutio n will 
fo llow the 

-

po licy. 

Teach o ut 

would 
be fo r 12 

mo nths to  
complete the 

qualificatio n 

Once a 

replacement 
qualificatio n 

o r course o r 

unit o f 
competency 

has been 
added to  

scope new 

students will 
be enro led in 

the new 
qualificatio n 

o r course. 

 

The Institutio n may continue to  

deliver training  and assessment 
and issue awards to  current 

students o f the superseded 

qualificatio n o r course who  would 
have been genuinely 

disadvantaged if required to  
transfer to  the replacement 

qualificatio n, fo r up to  12 

mo nths after the expiry o f the 
qualificatio n o r course. Where 

necessary the Institutio n may apply 
to  extend the teach o ut period a 

further 6 months to  assist any 

students who  may have been 
deemed NYC (max 18 months after 

expiry) 

 

Students who  have no t 

completed a superseded 
qualificatio n within 12 mo nths 

may be transferred to  the new 
qualificatio n under RPL o r credit 

transfer arrangements at 

the Institutio n o r ano ther institutio n. 
 

Except to  replace a testamur 
issued by the Institutio n 

previously, the Institutio n will 

no t issue an AQF testamur to  a 
student fo r a qualificatio n that 

was superseded mo re than 12 
mo nths ago . 

 

During  the teach-out perio d, the 
Institutio n will no t enro l students 

and/o r commence delivery in the 
superseded qualificatio n o r course 
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Steps in te ach o ut o f e xpired q ualificatio ns and transitio n to  new qualificatio n  

1.  No tificatio n fro m the natio nal reg ister (training .go v.au) o f units o r qualificatio ns being  superseded (date o f 

expiry o f qualificatio ns is listed o n sco pe) 

2. Prio r to  expiry the Institutio n will arrange additio n to  sco pe o f the new qualificatio n by either 

a. Do  no thing  if ASQA has indicated that transitio n will be auto matic OR 

b. Apply fo r additio n to  sco pe thro ugh a transitio n applicatio n (typically where the new qualificatio n is 

substantially the same as the o ld) OR 

c. Apply to  add the new qualificatio n to  sco pe (typically where the new qualificatio n is substantially 

different) 

NOTE: where (b) o r (c) is no t kno wn the Institutio n will apply under (b) and ASQA will no tify typically within 

2 weeks if (c) applies. 

3. Once the new qualificatio n is o n sco pe co ntinuing  students will be no tified via email by the Pro fessio nal 

Develo pment Manag er o r the RTO Manager, and by mail, that they will either 

Management o r the Grad Cert in Co mpliance Manag ement 

OR 

antially the same o r wo uld 

have little disadvantag e to  students to  do  so   

4. The Pro fessio nal Develo pment Manag er o r the RTO Manager in co llabo ratio n with trainer/assesso rs are  to  

ate do cumentatio n fo r the new 

co urse. This includes mapping  o f new units to  assessments 

versio ns 

 

Asso ciated  Do cume nts 

Defer Cancel Suspend P&P 

 

Respo nsib ilities 

The Pro fessio nal Develo pment Manager o r the RTO Manager is respo nsible fo r implementing  this po licy. 

Po licy e ndo rsed by: Mare e  Hurley, Pro fessio nal Develo pment Manager 

Teacho ut and Transitio n P&P versio n: 

Date Versio n 

number 

Descriptio n o f amendment Authorised 

o fficer  

Review date 

Sept 2014 V1 Add to  P&Ps Jo hn 

Saunders 

Jan 2015 

Oct 2014  V2 Update in line with SRTO 2015 Jo hn 

Saunders 

Jan 2015 
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Po licies and Pro cedures Amendme nts: 

Date Versio n 

number 

Descriptio n o f amendment Authorised 

o fficer  

Review date 

2009-2013 V1 to  

v1.9 

ACI P&P revisio ns Maree Hurley Dec 2013 

Dec 2013 V2 ACI P&P revisio ns Maree Hurley April 2014 

April 2014 V3 Ratio nalise P&Ps and update to  

GRCI 

Jo hn Saunders Sept 2014 

Oct 2014 V4 Update fo r SRTO 2015 Jo hn Saunders Jan 2015 

 

Do cument Path 
X:\1. Education\1. Registered Training Organisation (RTO)\6. Handbooks and Policies & Procedures\GRCI Policies and Procedures Handbook V4 transition.doc 
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ANNEX A: RECEIPT of the P&P HANDBOOK and other DOCUMENTATION 
 
GRCI sends emails and attached PDFs o f vario us do cuments to  staff. Students are  expected to  access 

do cuments fro m the web. Any changes and no tificatio ns will be sent to  staff and student email addresses. 

This includes no tificatio ns regarding  do cuments, including  this P&P handbo o k, Staff o r Student 

Handbo o k, assessments, instructio ns reg arding  submissio n etc.  

 

By sending  do cuments to  a reg istered email address GRCI accepts that the do cuments have been 

received. 

 

Students and staff sho uld no tify GRCI if their email address changes. 

 

educatio n@thegrcinstitute.o rg  
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ANNEX B: PROBLEMS/COMMENTS/RECOMMENDATIONS FOR CHANGE 

 
This page is designed to  pro vide yo u with the o ppo rtunity to  co mment o n the layo ut and co ntent o f this 

handbo o k.  If yo u no te any erro rs o r have any suggestio ns to  impro ve the handbo o k, please co mplete this 

fo rm and return it to : 

 

Maree Hurley, Pro fessio nal Develo pment Manag er, maree.hurley@theGRCinstitute.o rg  

Jo hn Saunders, RTO Manager, jo hn.saunders@theGRCinstitute.o rg  

 

Level 1 /  50 Clarence Street, SYDNEY  NSW  2000 

GPO Bo x 4117, SYDNEY  NSW  2001 

 

 
Is the info rmatio n co ntained in the handbo o k easy to  find?   Yes  No  

 

Co mments: 

______________________________________________________________________________________________

______________________________________________________________________________________________

___________________________________________________________________________________________ 

 

 

Is the fo rmat o f the handbo o k suitable? Yes No  

 

Co mments: 

______________________________________________________________________________________________

______________________________________________________________________________________________

___________________________________________________________________________________________ 

 

Is there any further info rmatio n that sho uld have been included in this handbo o k? Yes  No  

 

If yes, please specify: 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Is there any info rmatio n within the handbo o k that is no t relevant?  Yes   No  

 

 

If yes, please specify: 

______________________________________________________________________________________________

______________________________________________________________________________________________

___________________________________________________________________________________________ 

 

 

Do  yo u have any additio nal co mments o r suggestio ns?  

______________________________________________________________________________________________

______________________________________________________________________________________________

___________________________________________________________________________________________ 
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ANNEX C: BLANK 
 

 

This annex is deliberately b lank 
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ANNEX D: VENUE REQUIREMENTS CHECKLIST 

 

TRAINING ROOMS 

Befo re a venue is selected fo r training  a GRCI staff member o r a trainer will use  the fo llo wing  checklist  to   

verify the suitability o f the training  venue. 

  Tick Item Co mment 

 

 

 

 

Standard access o r 

 

 

Wheelchair access 

 

 

 Acco mmo datio n  

 Disabled facilities  

 Fire escape  

 Fire extinguisher  

 First Aid kit  

 To ilets  

 Wo rkplace Health and Safety 

Requirements 

 

 Seat, tables  

 Catering   

 

Training  facilities 

-functio n 

-serviceable  

 

 White bo ard, smart bo ard 

markers 

 

 

 

Inspected by ______________________________________________  Date: _______________ 
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ANNEX E: STUDENT INDUCTION CHECKLIST 

The following is used by trainers and a GRCI staff member (either MD, PDM or the 

MM) at the beginning of the first training session 

 

Content 
 

Details Reference 

Introductions  
 

Introduce students to teaching 
staff 

Informal 
introductions  

Introduction to 
the Company 

Company history 
Company Vision 

  

Training 
Packages 

 Introduction to Training 
Packages, 

 Assessment instruments and 
process, 

 Students notes and handouts, 
and 

 Administration procedures 

Advice to 
students 

 

Facilit ies 

Content 
 

Details Reference 

Toilet facilities Location of facilities.  Any rules 
regarding the use of locker rooms or 
other areas where students may store 

belongings during the day 

Layout of 
building 

Morning tea 
Lunch 

Afternoon tea 

Location of facilities.  Any rules 
regarding the use of the rooms 

 

Smoking 

Regulations 

When and where smoking is permitted No smoking 

policy 

Public Transport, 

Car Parking 

What transportation is available and 

car parking details 

 

 
Course Schedule and Management Procedures 

Content 
 

Details Reference 
 

Timetable Lesson plan, starting and finishing 

times, breaks 

 

Attendance 

Sheets 
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Content 

 

Details Reference 

Assignments 

and Assessment 

Requirements for submission 

Marking procedure 

Late submissions 

Policies and 

Procedures 

Handbook 

Absences 

 

  

 

Workplace Health and Safety 

Content 

 

Details Reference 

Accident 

procedures 

Use of accident report form or 

logbook, 

Importance of having all injuries 

treated and recorded 

Accident form or log 

book 

First aid 

facilities 

Location of first aid box, and 

Location of trained first aid staff 

Map of premises with 

relevant areas marked 

Fire drill and 

alarm 

What to do in the event of a fire, 

Location of fire alarms and how they 

will be activated, and 

Where to assemble after evacuation of 

premises 

Have emergency 

numbers located next 

to all telephones 

Mark assembly 

location on the map 

of the premises and 

surrounding area 

Fire 

extinguishers 

Location of extinguishers Mark location on the 

map of the premises 

Emergency 

exits 

Point out location of emergency exits 

and stairs 

Mark location on the 

map of the premises 

General 

behaviour 

Discuss acceptable and non-

acceptable behaviour including sexual 

harassment 

Policies and 

Procedures 

Handbook 

 

Start Date of Training Course _____________________________ 

 

Signature: ____________________________ Date:  ______________ 

 

Name of person responsible for induction: ________________________ 
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ANNEX F: VERSION CONTROL REGISTER 

 
A register was in use until 2014 but has been replaced by version control within each document 
using:  
2. Footer details e.g. refer to footer below 

3. Tabled changes at the end of the document  
e.g. 
 

Date Versio n 

number 

Description o f amendment Authorised 

o fficer  

Review date 

2009-2013 V1 to  v1.9 ACI P&P revisions Maree Hurley Dec 2013 

Dec 2013 V2 ACI P&P revisions Maree Hurley April 2014 

April 2014 V3 Ratio nalise P&Ps and update to  GRCI John Saunders Sept 2014 

 

 

4. File or document path to the server, e.g. X:\1. Education\1. Registered Training Organisation (RTO)\6. Handbooks and 

Policies & Procedures\GRCI Policies and Procedures Manual V3.21.doc 
 
To check version control prior to 2014 refer to  
X:\Education\1. Registered Training Organisation (RTO)\6. Handbooks and Policies & Procedures\0. GRC Institute 
Policies and Procedures\Archive ACI and GRC P&P Handbook\Archive Old Policy 

 
 

Sample ONLY 
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ANNEX G: REVIEW OF ASSESSMENT 

 
Co urse: ____________________________________________________________________ 

 

Assessment Details:      ____________________________________________________________________ 

 

Date o f Orig inal Assessment: ________________________________________________________________ 

 

Student Name:  _________________________________________  (Student No ) __________________ 

 

Orig inal Assesso r:  ____________________________________________________________________ 

 

Co mpleted Assessment Co ver Sheet. 

 

Orig inal Assessment: ____________________________________________________________________ 

 

Date: ___________________ 

 

 ____________________________________________ 

 

Assessment: ____________________________________________________________________ 

 

 

 

__________________________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

 

Further Actio n (if required): 

 

__________________________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

 

Actio n Co mpleted: 

 

 

Admin Manager: _________________________________________  Date: _______________ 
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ANNEX H: BLANK 

Refer to final page 
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ANNEX I: De fer Cance l Suspend Transfer Applicatio n and Co nfirmatio n 

Letter 

 

Application to Defer, Suspend or Cancel Enrolment  

 
Please refer to the Defer, Suspension, Cancellation section in the 

Policies & Procedures Handbook before completing this application. 

Submit by email to: education@thegrcinstitute.org 

Or by hand or letter to: Professional Development Manager, GRCI, Level 1 /  50 Clarence St, Sydney NSW 

2000 

 

Student details 

Given name/s USE BLOCK LETTERS Family name USE BLOCK LETTERS 

Student 

Number 

 Contact Phone  

email USE BLOCK LETTERS Date  

 

Request 

(refer to 

definitions 

below) 

I request the following (choose one only) 

 Defer Original start date ______________ Requested start date ________________ 
  (check available course dates) 

 Suspend Start suspension date ______________ Resume studies date _____________ 
  (check suitable course dates) 

 Cancel Date of cancellation _________________ 

 Transfer Name of replacement student _____________________________________ 

NB: the Replacement student must meet entry requirements 
 

Definit ions 

Defer enrolment: Defer means to DELAY the start of the course. This applies to students who have not 

started their course and wish to start at a later date.  

Suspend enrolment. Suspension means taking a leave during the studies. This applies to students who 

want to suspend their studies for a period of time and then resume studies at a later date. 

Cancel enrolment. Cancellation means terminating studies. This applies to students who no longer wish 

to complete their course.  as it is an open ended 

option. 
Transfe r means to  change enro lment and fees paid to  ano ther student BEFORE studies commence  

 

Reason for request  

________________________________________________________________________________________ 

 

 

 

 

 

 

 

OFFICE USE:  

Date Received: _________________ 
 

Signed: ___________________ 
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List evidence support ing the request (e.g. medical reasons, compassionate grounds, family issues etc) 

Attach copies of evidence where appropriate. 

________________________________________________________________________________________ 

 

 

 

 

 

Declaration 

I,(name) ______________________________________________,declare that the above information is 

correct and I acknowledge that a decision will be made  Transfer 

policy and procedures and that I can appeal any decision. 

 

Student signature: ________________________________________  Date ___________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OFFICE USE:  

 Authority position 

& name 

Explanation Sign Date 

Decision MD/PDM/RTOM Approved/Not approved 

Reason not to approve: 

 
 

 

 

  

Notify 
student  

Admin Via email using the Confirmation Letter and attach copy 

of this documanr. 

 
 

  

Certificates 

issued if 

applicable 

MD/PDM/RTOM Required where competencies have been achieved as 

noted in the Confirmation Letter for cancellation or 

suspension where competencies have been completed. 
Not applicable to deferment. 
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Sample letter confirming student application to Defer/Suspend/Cancel 
 
 
 
 
 
 
 
 
 
 
 
 
99 Month 2014 
 
GivenName FamilyName 
99 Risk Street 
Governance WA 9999 
 
EMAIL: Xxxxxx@gmail.com 
Student number:  99999999 
Course Name:  Certificate IV Compliance Management  
 
 
 
Dear Xxxxxxx, 
 
Thank you for your Application to CANCEL/DEFER/SUSPEND studies. Your application has been 
approved and your enrolment has been amended as follows: 
 
Training and/or financial outcomes apply as follows.  
 
Financial outcome:  
A refund has calculated as follows 
You have already commenced the course and, as per the policies and procedures handbook, you are not 
entitled to a refund 
 
Training outcome:  
You will / will not incur competent for the following enrolled units. 
BSBXXX999: Manage xxxxxxxx  
FNSxxx999: Financial risk xxxxxxxx 
And you will/not be entitled to a Statement of Attainment  
 
We wish you all the best in the future. 
 
Kind regards, 
 
 
Name 
position 
email 
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ANNEX J: EXAMPLE COURSE TESTAMUR and RECORD OF RESULTS 
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ANNEX J cont/ -: EXAMPLE RECORD OF RESULTS 
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ANNEX K: EXAMPLE STATEMENT OF ATTAINMENT 

 

 

 



 

 

X:\1. Education\1. Registered Training Organisation (RTO)\6. Handbooks and Policies & Procedures\GRCI P&Ps Policies and Procedures 

Handbook V5.1.docx   Version: 5.1 March 2015        GRC 

Institute | 81 

 

 

 

ANNEX L: EXAMPLE 1 STUDENT EVALUATIO N FO RM 

 
CERTIFICATE IV in Co mpliance Manag ement 91516NSW 

 

Co urse Date: _____________________________________________________________ 

 

Student Name (o ptional) : _________________________________________________ 
 

This fo rm will be  used to  ensure that we are  pro viding  the mo st 

appro priate learning  enviro nment and that the training  is suitable to  

 

 

Please tick a bo x fo r each questio n 

 

1 2 3 4 5 

  S
tro

n
g

ly
  

  d
isa

g
re

e
 

     S
tro

n
g

ly
    

   a
g

re
e

 

CONTENT 

The material was relevant to  me particularly in the co ntext o f my wo rk      

The sessio n was at the right level fo r me      

COURSE MATERIALS 

The co urse materials were well presented       

The materials co ntained a go o d co mbinatio n o r written and illustrated 

examples 
     

Info rmatio n and ideas were well presented and co mmunicated       

APPLICATION 

The balance between the amo unt o f theo ry and practice was 

appro priate 
     

The co urse mo dules and assessment activities helped me to  

understand the co ncepts 
     

I can apply these skills when I return to  wo rk      

CASE STUDIES/FACT SHEETS 

The case studies used were helpful and a go o d way to  learn      

COURSE ORGANISATION 

The venue was appro priate       

The co urse was well o rganised      

The facilitato r was helpful      

The enro lment and payment pro cess was simple and effective       

  I g ive permissio n fo r GRCI to  use any co mments I make belo w fo r marketing  purpo ses. 

Please pro vide any co mments/ feedback o n this co urse: 

 

 

_____________________________________________________________________ 
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_____________________________________________________________________ 

 

_____________________________________________________________________ 
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ANNEX M: EXAMPLE 2 STUDENT EVALUATIO N FO RM 

 

GRADUATE CERTIFICATE in Co mpliance Management 

 

Student Name (OPTIONAL): __________________________________________ 

 
This fo rm will be  used to  ensure that we are  pro viding  the mo st 

appro priate learning  enviro nment and that the training  is suitable to  

 

 

Please tick a bo x fo r each questio n 

 

1 2 3 4 5  S
tro

n
g

ly
 

 d
isa

g
re

e
 

    S
tro

n
g

ly
 

 a
g

re
e

 

CONTENT 

The material was relevant to  me particularly in the co ntext o f my wo rk      

The sessio n was at the right level fo r me       

COURSE MATERIALS 

The co urse materials were well presented       

The materials co ntained a go o d co mbinatio n o r written and illustrated 

examples 
     

Info rmatio n and ideas were well presented and co mmunicated       

APPLICATION 

Mo dule 1: This sessio n was valuable  to  me      

Mo dule 2: This sessio n was valuable  to  me       

Mo dule 3: This sessio n was valuable  to  me       

Mo dule 4: This sessio n was valuable  to  me       
The balance between the amo unt o f theo ry and practice was 

appro priate 
     

The co urse mo dules and assessment activities helped me to  

understand the co ncepts 
     

I can apply these skills when I return to  wo rk      

CASE STUDIES/FACT SHEETS 

The case studies used were helpful and a go o d way to  learn      

COURSE ORGANISATION 

The venue was appro priate      

The co urse was well o rganised      

The facilitato r was helpful      

The enro lment and payment pro cess was simple and effective       

  I g ive permissio n fo r GRCI to  use any co mments I make belo w fo r marketing  purpo ses. 

Please pro vide any co mments/ feedback o n this co urse: 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 
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ANNEX N: RECOGNITION OF PRIOR LEARNING 

 
APPLICATION FOR RECOGNITION OF PRIOR LEARNING 

 
Name  _________________________________________________ 

 

Address  _________________________________________________ 

 

City/Suburb  ______________________ Po stco de  _____________ 

 

Ho me Pho ne ______________________ Mo bile  _____________ 

 

 

Applicant sho uld request an RPL kit fo r the co urse they wish to  co mplete. Co ntact the Pro fessio nal 

Develo pment Manag er  educatio n@theGRCinstitute.o rg  

 

Reco g nitio n o f Prio r Learning  assesses the skills and kno wledge yo u have learned in previo us situatio ns 

and applies them specifically to  the mo dules / co mpetencies o f the co urse yo u are ho ping  to  achieve 

accreditatio n in.  

 

Relevant kno wledge/ skills can co me fro m a number o f different areas. 

 

Examples: TAFE, Co llege, University & Industry Co urses; Private Training  Pro viders; Wo rk 

Experience and Life Experience  

 

Pre liminary: Comple te  the  fo llowing fo rms by providing de tails o f your prio r le arning in re latio n to  the  

course  yo u are  applying fo r.  Give  as much info rmatio n as po ssible  to  allow the  asse ssor to  de te rmine  

whe the r your pre vio us training e tc, me e ts the  e xpe cte d le arning  outcome s o f the  

module s/compe te ncie s that you have  nominate d. 

 

 

I am seeking  RPL fo r the fo llo wing : 

 

 

Co urse Name _____________________________________________ 

 

 

Mo dules/Co mpetencies _____________________________________ 

 

 _____________________________________ 

 

 _____________________________________ 

 

 _____________________________________ 

 

 _____________________________________
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RECOGNITION OF PRIOR LEARNING - INTERVIEW 

INFORMATION 

 

   

 
            
            
            
            
            
            
            
            
            
            
            
            
            
          
 

 

 It g ives yo u the o ppo rtunity to  present yo ur 

info rmatio n in perso n. 

 It g ives the assesso r the o ppo rtunity to  talk to  

yo u in perso n abo ut yo ur skills and 

experience. 

 Yo u can get assistance with filling  o ut the 

fo rms and ensure that yo u pro vide the co rrect 

info rmatio n that may help with yo ur RPL 

assessment. 

 

Further Assessment? 

 So metimes further assessment may be 

required.  The assesso r will advise what else is 

needed and discuss with yo u the best way fo r 

yo u to  supply this. 

 Further assessment may be made up o f the 

fo llo wing : 

 

Practical demo nstratio ns 

Oral & Written tests 

Further do cumentatio n 

What Will I Need To  Take? 

 Pro o f o f co mpletio n o f any co urses that are  

relevant to  the co urse co mpetencies. 

 Certificates must be o rig inals o r certified true 

co pies  

 References fro m previo us emplo yers  

 Testimo nials, Statements o f Attainment, etc. 

 Anything  that will help the assesso r validate  

yo ur previo us skills & experience . 

What Happens at the Interview? 

 Yo u will be  asked questio ns abo ut yo ur 

previo us training  and wo rk experience. 

  The assesso r will discuss yo ur applicatio n 

with yo u and will help yo u to  remember 

mo re info rmatio n than yo u have already 

pro vided relating  to  the co urse yo u will be 

do ing . 

 The assesso r will be taking  detailed no tes to  

assist in the decisio n making  pro cess. 

 Yo u may be asked to  undertake so me fo rm 

o f further assessment. befo re a decisio n can 

be made (see further assessment sectio n). 

 Yo u will be  able to  ask questio ns o r fo r 

clarificatio n at any time thro ugho ut the 

interview.  

After the Interview? 

 The interview will no rmally take anything  

fro m an ho ur to  half a day. The assesso r 

wo uld no t no rmally advise yo u o f any 

decisio n during  the interview.   

 Yo u will be  no tified o f this as so o n as 

po ssible usually within a few days. 

 There are a number o f different o utco mes 

which can result fo rm the interview such as: - 

 All o r part o f yo ur request fo r RPL will be 

granted, in which case the length o f yo ur 

co urse will be sho rtened o r classro o m time 

reduced. 

 Yo ur request will be denied and yo u will 

have to  co mplete  all co urse co mpetencies.  

If this happens yo u are entitled to  appeal the 

decisio n. 

 Or further assessment will be required. 

 

 Supply as much relevant info rmatio n as 

po ssible. 

 The assesso r is there to  help yo u gain RPL, 

no t hinder yo u any way. 

 Ask fo r as much clarificatio n as yo u need and 

co ntact the assesso r if yo u have any 

questio ns afterwards. 
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DETAILS OF PREVIOUS COURSES COMPLETED 
 

In the table belo w pro vide details o f all previo us co urses studied and fo rmal training  

undertaken relevant to  the co urse mo dules/ co mpetencies. 

 

(Do  no t include wo rk experience in this section refer to  next sectio n) 
 

DATES COURSE NAME 

 

COURSE DETAILS  RESULT 

 

 

 
 

 

   

 

 

 
 

 

   

 

 

 

 
 

   

 

 

 

 

 

   

 
 

 

 

 

   

 
Please pro vide certified co pies o f all qualificatio ns attained. 

 
 
Any o ther Training  Co urses (Staff Develo pment etc.) 
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WORK EXPERIENCE DETAILS 

In the table belo w pro vide details o f all relevant wo rk experience, either full o r part time, including  any 

vo luntary o r unpaid wo rk. 

 

(Start with yo ur mo st recently held po sitio n). 

 

Emplo yer Po sitio n/Respo nsibilities  F/T o r 

P/T 

Dates 

Name: 

 

Address: 

 

Co ntact: 

 

Pho ne: 

  Fro m: 

 

 

To : 

Name: 

 

Address: 

 

Co ntact: 

 

Pho ne: 

  Fro m: 

 

 

To : 

Name: 

 

Address: 

 

Co ntact: 

 

Pho ne: 

  Fro m: 

 

 

To : 

Name: 

 

Address: 

 

Co ntact: 

 

Pho ne: 

  Fro m: 

 

 

To : 

 

Please pro vide co pies o f Written References if applicable. 

 

Other Interests, skills, significant relevant publicatio ns (pro vide co pies), co nference addresses, awards, 

pro fessio nal membership including  CPD. 
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ANNEX H: COMPLAINTS AND APPEALS LOG 

 

Serial Date 

received. 

Name o f 

Co mplainant 

Brief description o f 

co mplaint o r appeal 

Staff member 

dealing  with 

the co mplaint 

o r appeal.  

Date o f 

respo nse, 

so lutio n o r 

referral. 

Brief description o f respo nse, 

so lutio n o r referral (i.e . ho w the 

co mplaint o r appeal was so lved 

and o r the actio n taken). 

    

 

 

 

 

   

    

 
 

 

 

   

    

 

 
 

 

   

    

 

 

 

 

   

 


