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Welcome to LT Training

On behalf of the staff and management at LT Training, we would like to welcome you.

To help you understand the way our organisation works and to help you get the most from your studies, we
are providing this Student Handbook which we trust answers the questions you have about studying with us.
If not, please feel free to ask our Administration staff or your Trainer and Assessor.

LT Training is a Registered Training Organisation (RTO) Code 45726 providing high quality nationally
recognised training. You can find more about LT Training on our website https://www.lttraining.com.au/

As an RTO we comply with the legislative components of the VET Quality Framework
https://www.asqa.gov.au/about-us/asqa-overview/key-legislation/vet-quality-framework
and are regulated by the Australian skills Quality Authority (ASQA).

LT Training is also a Skills Assure Supplier (SAS) and complies with the SAS legislative components of the
SAS Agreement and SAS Policies, and is regulated by the Department of Trade, Employment and Training
as detailed https://dtet.gld.gov.au/training/providers/sas and https://dtet.qld.gov.au/training/providers/funded

Our Trainers and Assessors are qualified, dedicated professionals with current industry experience and
skills, as well as formal qualifications in their field of expertise. They continuously update their skills and are
here to help you with your studies. Your Trainer is here to help you with your studies and can be contacted
through their email Monday — Friday, 8:00am — 4:00pm. Your Trainer will have 48 hours to reply to your
email, unless it is urgent and they will contact you immediately.

All other staff members are here to assist with your enquiries as quickly as possible and we encourage you
to make contact with us to discuss any matters you may have.

LT Training provides blended training and assessment environments that include, but not limited to:
o Face-to-face classroom-based training and assessment
e Outdoors/site training and assessment
e Distance education training and assessment
¢ Employer-based training and assessment

Any changes affecting your studies or learning environment will be emailed to you. Please keep LT Training
informed of any changes to your email address. This can be done by completing the "Change of Address
Notification Form" (Appendix D).

In the event of an accident during your studies, this must be reported and recorded on the "Incident Report
Form" (see Appendix C), which must be signed by the Chief Executive Officer or their nominated
representative. Any action taken must be recorded. Follow-up will be completed the following day to ensure
the students’ well-being.

For photographic consent, please complete Appendix E — Consent Form.

LT Training’s Head Office is located at 137 Towen Mount Road, Towen Mountain, QLD 4560.

The Chief Executive Officer (CEO) is Mr Lourens Grobler.

Contact Details:
e Telephone: (07) 54 76 3211
e Email: info@Ittraining.com.au

We trust that your time with LT Training is enjoyable and rewarding and that the skills you gain prove
valuable in your chosen field.

The Management Team
LT Training
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Legislation

LT Training will do all within its power to adhere to all legislative requirements, especially those that may
affect a student's studies. For example, but not limited to:
¢ National Vocational Education and Training Regulator Act 2011
e National Vocational Education and Training Regulator (Outcome Standards for NVR Registered
Training Organisations) Instrument 2025 i.e. New 2025 Standards
¢ National Vocational Education and Training Regulator (Compliance Standards for NVR Registered
Training Organisations and Fit and Proper Person Requirements) Instrument 2025
e Credential Policy — Revised Standards for RTOs
Further Education and Training Act (FET Act) and Further Education and Training Regulation —
where applicable
Australian Qualifications Framework
Copyright Act 1968
Fair Work Act 2009
Work Health and Safety Act 2011
Disability Discrimination Act 1992
Disability Act 2006
Charter of Human Rights & Responsibilities Act 2006
Disability Standards for Education 2005
Equal Opportunity Act 2010
Racial and Religious Tolerance Act 2001
Privacy Act 1988
Workplace Relations Act 1996
Information Privacy Act 2000
Racial Discrimination Act 1975
Sex Discrimination Act 1984
Age Discrimination Act 2004
Protected Disclosure Act 2012
Anti-discrimination Legislation and Regulations
Consumer Protection Requirements

Copies of Federal Register of legislation can be found https://www.leqgislation.gov.au/.

Copies of Queensland legislation can be found https://www.legislation.qgld.gov.au/

Privacy Notice

As a registered training organisation (RTO), LT Training collects your personal information to process and
manage your enrolment in a vocational education and training (VET) course with us. If you do provide adequate
information as requested, LT Training may not be able to process your application.

Furthermore, for eligible students, LT Training is a Skills Assure Supplier (SAS) with the Department of Trade,
Employment and Training (the Department) and must meet its SAS Agreement at all times, specifically with
regard to Privacy, as detailed in:

o Clause 14.5 (a) whereby Privacy Notices have been issued
o Clause 19.5 whereby a Privacy Notice must be issued to every Student
o Clause 19.6 whereby this Privacy Notice must:
o Be of a standard reasonably acceptable to the Department;
o Meet the requirements of and comply with QPP 5 (informing people when collecting Personal
Information), and
o State that the information the Supplier collects may be provided to the Department for the pur-
poses of the Department ensuring the Supplier is delivering quality Services.

How we use your personal information
We use your personal information to enable us to deliver VET courses to you, and otherwise, as needed, to
comply with our obligations as an RTO and as a SAS.
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How we disclose your personal information

We are required by law (under the National Vocational Education and Training Regulator Act 2011 (Cth) (NVETR
Act)) to disclose the personal information we collect about you to the National VET Data Collection, which is
maintained by the National Centre for Vocational Education Research Ltd (NCVER). The NCVER is responsible
for collecting, managing, analysing and communicating research and statistics about the Australian VET sector.

We are also authorised by law (under the NVETR Act) to disclose your personal information to the relevant state
or territory training authority and to the Department. The Department may use this information to ensure that LT
Training is delivering quality services to eligible SAS students.

How the NCVER and other bodies handle your personal information

NCVER will collect, hold, use and disclose your personal information in accordance with the law, including the
Privacy Act 1988 (Cth) (Privacy Act) and the NVETR Act. Your personal information may be used and disclosed
by NCVER for purposes that include populating authenticated VET transcripts, administering VET, facilitating
statistics and research related to education, including surveys and data linkage, and understanding the VET
market.

NCVER is authorised to disclose information to the Australian Government Department of Employment and
Workplace Relations (DEWR), Commonwealth authorities, State and Territory authorities (other than registered
training organisations) that deal with matters relating to VET and VET regulators for the purposes of those bodies,
including to enable:

e administration of VET, including program administration, regulation, monitoring and evaluation
o facilitation of statistics and research relating to education, including surveys and data linkage
e understanding how the VET market operates, for policy, workforce planning and consumer information.

NCVER may also disclose personal information to persons engaged by NCVER to conduct research on
NCVER'’s behalf. The NCVER does not intend to disclose your personal information to any overseas recipients.
For more information about how the NCVER will handle your personal information, please refer to the NCVER’s
Privacy Policy at www.ncver.edu.au/privacy.

If you would like to seek access to or correct your information, in the first instance, please contact LT Training
using the contact details listed below:
Phone: 07 5476 3211 or 07 3668 0737 or Email: info@lttraining.com.au

DEWR is authorised by law, including the Privacy Act and the NVETR Act, to collect, use and disclose your
personal information to fulfil specified functions and activities.

For more information about how the DEWR will handle your personal information, please refer to the DEWR VET
Privacy Notice at_https://www.dewr.gov.au/national-vet-data/vet-privacy-notice.

Surveys
You may receive a student survey, which may be run by a government department or an NCVER employee,

agent, third-party contractor or another authorised agency. Please note you may opt out of the survey at the time
you are contacted.

Contact information
At any time, you may contact L T Training to:
* request access to your personal information;
« correct your personal information;
* make a complaint about how your personal information;
* ask a question about this Privacy Notice

Contact details
Administration Team
07 5476 3211
info@lttraining.com.au
www.lttraininhg.com.au
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TRAINING

Diversity and Inclusion

LT Training recognises that people bring unique perspectives, skills and experiences to their studies, and LT
Training provides a safe environment where everyone feels valued, respected and able to participate fully, as
detailed in the Diversity and Inclusion Policy and Procedures:

POLICY

LT Training is committed to creating a safe, welcoming and inclusive learning environment that is culturally
accessible to students, including but not limited to:

e Aboriginal and Torres Strait Islander peoples

o People with disabilities

e Young people

o People from culturally and linguistically diverse backgrounds

e People of different genders

o People from diverse socio-economic backgrounds

e Neurodivergent people

e People who identify as LGBTIQ+

e People from urban, regional and remote areas

LT Training provides equitable access to training and assessment services to all students.

The principles of diversity mean that LT Training values and respects differences in people, including their
culture, language, gender, sexuality, disability, age, religion and socio-economic background.

The principles of inclusion mean that LT Training staff, management, trainers and assessors encourage
student participation, welcome all students and value each student individually.

All students who study with LT Training have access to the same opportunities to learn and succeed, and LT

Training has a policy of zero tolerance for discrimination, harassment or bias.

ROLES AND RESPONSIBILITIES
Chief Executive Officer (CEO):

e Promotes and models inclusive behaviours.

e Ensures policies reflect diversity and inclusion.

e Acts promptly on any reports of discrimination or bias.

e Handles any reports with confidentiality, respect, and taking into consideration the principles of natural
justice at all times.

o Takes appropriate action to all reports, aligned with anti-discrimination legislation frameworks:

e Racial Discrimination Act 1975 (Cth)

e Sex Discrimination Act 1984 (Cth)

e Disability Discrimination Act 1992 (Cth)

e Age Discrimination Act 2004 (Cth)

e Australian Human Rights Commission Act 1986 (Cth)

¢ Anti-Discrimination Act 1991 (QLD)

All Staff:

e Participate in diversity, inclusion and/or cultural awareness training when required.

e Use inclusive teaching practices and language at all times.

e Report incidents of discrimination or exclusion to the CEO with confidentiality and respect.
Students:

o Treat others with respect and dignity.
¢ Engage in the learning environment that is free from discrimination or harassment
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PROCEDURES

1.

2.

10.

All students participate in their studies in a safe and inclusive manner, respecting LT Training staff, man-
agement, trainers, assessors and other students.
All staff treat students and colleagues respectfully, and report any incidents of discrimination, harassment
or bias immediately to the CEO. This may include but not limited to:
i. Treating someone unfairly based on their individual personal attributes
ii. Unwanted behaviour that offends, humiliates or intimidates. This can be verbal, physi-
cal, visual or digital behaviours.
iii. Prejudiced behaviours or attitudes that offend, humiliate or intimidate others.
Where a target group for LT Training services is Aboriginal and Torres Strait Islander peoples, LT Training
consults with the local community to contextualise the design, delivery and evaluation of the training pro-
gram/s to include cultural, spiritual and community needs.
All engagement with Aboriginal and Torres Strait Islander peoples in relation to the design of the training
materials will be recorded in a written register with written approvals sought from Aboriginal and Torres
Strait Islander representatives.
LT Training creates a safe environment for Aboriginal and Torres Strait Islander students by:
i. Contextualising training material that supports and affirms their connection to culture,
language, land, family and community.
ii. Building culturally respectful relationships through clear communication, confidentiality
and non-judgement.
iii. Encouraging Elders to mentor and culturally support students.
iv. Encouraging feedback from students and Elders with regards to how LT Training can
improve services to First Nations people.
LT Training provides pre-enrolment and enrolment information in plain English and in different accessible
formats — via website, online, email, telephone, and hard copy. (refer to Pre-Enrolment and Enrolment
Policy and Procedures)
LT Training provides a fair and equitable admissions criteria — pre-enrolment and enrolment admissions,
and identifies individual learning needs during admissions.
LT Training provides student support services to all prospective students including information regarding
internal and external support services available (refer to Student Support Policy and Procedure)
Where students identify with disabilities, LT Training will provide reasonable adjustments to support indi-
vidual needs. (refer to Reasonable Adjustment Policy and Procedure)
Where an incident has been reported to the CEO, natural justice shall apply and no person will be disad
vantaged or penalised for reporting an incident in good faith. Interim measures may be taken immedi-
ately by the CEO to ensure the students’ safety and wellbeing, which could include but not limited to:
i. Change of Trainer/Assessor
ii. Class relocation
iii. Support meetings
iv. Access to counselling or external support services (refer to Student Support Policy and
Procedure)

What you can expect from us:
LT Training provides during your studies:

A safe environment with equal opportunity for all to learn and participate in studying

Honesty and respectful interactions free from harassment of any kind, including gender, age, ethnicity,
social background, disability, sexual preference or religious belief and customs

Appropriate organisational policies and procedures that meet legislative requirements, including privacy
and confidentiality

Qualified Trainers and Assessors, and reasonable support from academic and general staff as required
A high level of professional and ethical working relationships from all staff, with all other staff members,
management and students

Training and assessment resources that meet the training package requirements, including appropriate
facilities, equipment and resources

Visibility to LT Training’s guidelines, policies and procedures

Ensuring a focus on continuous improvement at all times

Comply with all Commonwealth and State legislation
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LT Training recognises that students have the right to:

e expect LT Training to provide training of a high quality that recognises and appreciates their individual
learning styles and needs

e have access to all LT Training's services regardless of educational background, gender, marital status,
sexual preference, race, colour, pregnancy, national origin, ethnic or socio-economic background, physi-
cal or intellectual impairment, and religious or political affiliation

e have their prior learning, acquired competencies, and experience appropriately recognised in determin-
ing their requirements for training and assessment

e be advised of the learning outcomes and prescribed assessment tasks for the training program of their
choice, prior to its commencement

e appeal for a review of the results of an assessment

e expect to achieve the published learning outcomes from their training program, if they, in turn, devote the
necessary time and diligence to it

e learn from fully qualified, competent and diligent Trainers who observe their responsibility to address stu-
dents' learning needs, assist them to achieve the course outcomes, and assess their students' work fairly

e learn in an appropriately appointed, safe and clean learning environment, free of all forms of harassment
and discrimination

e be treated with dignity and fairness,

e expect that LT Training will be ethical and open in their dealings, their communications and their advertis-
ing

e expect that LT Training will observe their duty of care to them

o efficient handling of all administrative matters

e privacy and confidentiality, and secure storage of student records in accordance with the organisation's
policies, to the extent permitted by law

Credit Transfer Guidelines

e Any prospective student or current student is entitled to apply for credit transfer in a course or qualifica-
tion that they will be enrolling into, or have enrolled into.

e There is no charge for credit transfer.

e Credit transfers may only be awarded for whole units of competence. Where a mapping guide identifies
a partial credit, this will not be considered for credit transfer and applicants will be advised to seek recog-
nition.

e To enable a credit transfer to be considered, authentic AQF certification documentation or VET tran-
scripts must be provided to LT Training prior to a student completing their course/qualification. LT Train-
ing will authenticate the documentation with the relevant provider and will advise the student of the out-
come in writing, and will document the outcome in the student’s academic file.

To apply for a credit transfer, please send an email with an attached copy of the AQF -certification
documentation to the Administration Team at info@lttraining.com.au. You will be notified in writing of the credit
transfer outcome within five (5) business days.

Sustainability
LT Training is committed to ensuring that our actions and philosophies are environmentally sound,
economically viable and socially equitable.

First Aid

In the event of a student requiring First Aid, a qualified First Aid Officer will administer First Aid and an
Incident Form (Appendix C) must be completed. In the case of an emergency, an ambulance MUST be
called, and a person must stay with the student until it arrives.

Access to Student Training Records

Access to individual student training records must meet Commonwealth and State Privacy legislation and will
be limited to:

- Individuals wishing to access their own personal records

- Individuals authorising releases of specific information to third parties in writing,

- LT Training staff who require this information as part of their job role

- Officers from ASQA or their representatives for activities required under the Standards for Regis-

tered Training organisations
- Legal requirements (e.g. subpoena/search warrants/social service benefits/evidence act)
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All learners are entitled to access their records. These records may include but not limited to:
e Learner academic file
e Learning and assessment records
e Administration records

In order to access your records, please send an email request to info@lttraining.com.au. Students wishing
to check progress towards completion are welcome to request this information. The organisation's process is
to attend to such requests within three (3) working days. If this is not possible, students will be notified and
advised of when the information will be available.

Continuous Improvement

LT Training is committed to continuous improvement in providing training and assessment services; student
support; wellbeing support and learners services and management systems and processes.

We value your feedback at all times, and encourage students to provide feedback to their Trainer and the
Administration team throughout their studies.

At the completion of studies each student will be provided with a Learner Satisfactory Survey and if relevant
employers will be provided with an Employer Satisfactory Survey to complete.

Our expectations of you as an LT Training student.

Please read this Student Handbook in full prior to your enrolment.

If you have any questions, concerns, or feedback prior to your enrolment, during your enrolment or
during your studies, please see your Trainer in the first instance, or contact the office on:

o Telephone: (07) 54 76 3211

e Email: info@lttraining.com.au

On the First Day

All new students are requested to register with their Trainer on the first day at the appointed time. Itis
expected that students understand and accept the organisation’s policies and procedures and advise the
Trainer on the first day if they require confirmation regarding any aspect of their training and assessments.

Students will be greeted and an Orientation will be conducted, which will include the following information:
e LT Training Policies and Procedures, including Student Handbook

Floor Plan Orientation (toilets, fire exits, kitchen, legislation folder etc.) given
e Overview of the Evacuation procedure conducted
o Disclaimers completed and handed in

During your studies, LT Training expects you to:

e Be contactable throughout your studies

e Be punctual with your attendance

¢ Attend class free of any effects of drugs or alcohol

e Be honest and respectful at all times, which includes not falsifying your work or the information that you

provide to us

Comply with the organisation’s policies and procedures during your studies

e Treat other students and LT Training’s staff and management with courtesy and respect, free from
harassment of any kind, including gender, age, ethnicity, social background, disability, sexual preference
or religious belief and customs

e Use LT Training’s facilities, equipment and resources in a responsible and safe manner

e Comply with all Commonwealth and State legislation

e Pay all agreed fees

Alcohol and Drugs
Alcohol and other drug use while undertaking LT Training activities is not permitted.

Dress Code

Dress requirements are neat casual or business attire. Please note that shorts and thongs are not
considered suitable attire. For some courses there may be required footwear or dress.
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Smoking
LT Training premises (including classrooms, toilets, and general office areas) are smoke-free zones. If
students wish to smoke, they will need to do so outside the buildings in the designated smoking areas.

Theft
Students, Trainers and staff are advised not to leave their valuables unsupervised. LT Training cannot be
held responsible for anything, which may be stolen, whilst students are undertaking training.

Behaviour on Campus
Every student is expected to reflect the ideals and code of behaviour of LT Training in their dealings with
fellow students, members of staff and the general public. Students are expected to adhere to the policies and
procedures and to co-operate with LT Training’s Representatives.
LT Training strives to achieve the following "basic principles" of interpersonal behaviour for everyone:
-  to be focused on the situation, issue or behaviour, not on the person
- to assist in maintaining the self-confidence and self-esteem of others
- to maintain constructive relationships with all staff and fellow students
- to take the initiative to assist in making things better
- to always lead by example
- to always respect the property of LT Training, staff and fellow students
- torefrain from using inappropriate language with the understanding that to do so will not be toler-
ated
- to always turn off Mobile phones during classes
- to refrain from consuming food or drinks in non-designated areas at LT Training encourage the
use of water bottles in classrooms

Unique Student Identification (USI) Numbers

As from 1 January 2015, all students, trainees and apprentices studying with LT Training will be required to
have a Unique Student Identifier (USI), as detailed https://www.usi.gov.au/. Under unique circumstances,
some students may be exempt from requiring a USI. Please refer to https://www.usi.gov.au/students/create-
your-usi/exemptions-usi

Creating a USl is free. Please create your USI through https://www.usi.gov.au/students/create-your-usi

LT Training may create a USI on behalf of a student. Before creating a USI for a student, the Administration
team MUST receive permission from the student as detailed https://www.usi.gov.au/providers/create-usi-
student.

LT Training will not include any student’s identifier on a VET qualification or statement of attainment.
However, LT Training is not able to issue a VET qualification or VET statement of attainment to students who
are not exempt without an assigned USI

Transfers

Where a student would like to transfer to another course or qualification offered by LT Training, the student
must advise the Administration team in writing to info@Ittraining.com.au. An additional administration
transfer cost will not apply, except where a student makes subsequent transfer requests. This fee will be
$100 (incl GST).

Where there is a difference in tuition fees between the course/qualifications, the student will be notified
accordingly.

Where the original course/qualification has been paid in full and the course/qualification that the student
would like to transfer into is less than the original course, the student will be refunded the difference.

Where the original course/qualification has been paid in full and the course/qualification that the student
would like to transfer into is more than the original course, the student will be invoiced for the difference.

Withdrawing from a course/qualification

Where a student would like to withdraw from their course/qualification, they must advise the Administration
team in writing to info@lIttraining.com.au stating the personal or academic reasons. A refund may be
applicable as per the Refund policies and procedures. Please refer to the Refund Policies and Procedures.

For students who are withdrawing during their studies, they will receive a Statement of Attainment for any
completed units of competency.
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Deferring a course/qualification

Where a student would like to defer a course/qualification, they must advise the Administration team in
writing to info@Ittraining.com.au stating the personal or academic reasons. The CEO will make a decision
based on the reasons and the student will be advised in writing within 10 working days with a rationale for
the CEO’s decision.

Academic Integrity

LT Training promotes honesty, fairness, responsibility, respect, and ethical behaviour in all learning and
assessment activities. LT Training is committed to maintaining the integrity and credibility of its qualifications
by ensuring that all assessment evidence submitted by students is authentic and completed in accordance
with academic integrity principles.

LT Training expects all students to demonstrate academic integrity by submitting their own original work and
appropriately acknowledging the ideas, words, data, and materials of others.

Breaches of academic integrity undermine the validity of assessment outcomes and may result in disciplinary
action.

Principles of Academic Integrity
LT Training’s Academic integrity is based on the principles of:

Honesty in learning and assessment with students producing assessment work that is their own.
Following copyright and privacy laws when using information.

Respecting intellectual property (IP) by referencing when acknowledging the work of others.
Refraining from plagiarism, collusion, bribery, falsification or cheating in any assessment activity.
Submitting assessments by the due date or seeking approval for an extension.

Acknowledging and following LT Training’s policy regarding the ethical use of Al tools.

Referencing

When to reference:

o When quoting another author’s exact words.

e When paraphrasing or summarising some else’s ideas.

o When using statistical data, tables, graphs, images created by others.

e When using legislation, standards, reports, website, journals, books.
Plagiarism

Plagiarism is presenting another person’s work, ideas, images, design as their own without properly
acknowledging the source.

Collusion

Collusion is when two or more students work together on an assessment task, resulting in work that is
presented as independent when it is not. This could include but not limited to students sharing answers;
allowing another student to copy work; jointly completing assignments that must be completed individually.

Bribery

Bribery in education is offering, giving, requesting or accepting money, gifts, favours, services or any other
benefit the influences an academic, administrative or assessment decision.

Falsification
Falsification in education is deliberately altering records or information. This could include but not limited to

attendance, a person’s identity, submitting the work of another student’s as their own.
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Cheating
Cheating in education may include:

e Copying or attempting to copy the work of others
e Paying or asking another person to do part or all of an assessment
e Doing someone else’s work for them

Academic Misconduct

In the event of academic misconduct during an assessment, the matter will be forwarded to the LT Training's
CEO, who will make a decision regarding the misconduct. Misconduct may include but not limited to:

Not working within the Principles of Academic Integrity

Consulting with peers throughout formal assessments

Disrupting and interfering with other students whilst they are studying and/or taking an assessment
In instances of misconduct, students may be charged a re-sit fee of $150.00, which must be paid
prior to the re-sit. The decision to impose these fees will be made by LT Training’s CEO, after
examining all aspects of the case.

Further occurrences of academic misconduct will be recorded on the student's file, and suspension/
dismissal may occur, at the discretion of the CEO.

Inappropriate behaviours
Inappropriate behaviours are not tolerated at LT Training. These may include, but not limited to:

¢ Not being contactable, or not responding to LT Training communications

¢ Not attending class without advising LT Training prior to class commencement

e Bringing onto, or consuming on the training premises, any drug of addiction or dependence (except
drugs prescribed by a qualified medical practitioner)

¢ Bringing onto, or consuming on the training premises, any alcohol

o Exhibiting any form of behaviour that demonstrates being adversely affected by the influence of
drugs or alcohol

o Damages or removes any property or resources belonging to LT Training, or any training venue hired
by LT Training

o Assaults (physically or verbally) any person or persons on the premises, or any training venue hired
by LT Training

o Fails to comply with any instructions given by a member of staff relating to the safety of any person
or persons on the premises

e Exhibits any form of conduct whilst on the premises that is considered to be aggressive, disorderly,
disruptive, harassing or interferes with the comfort, safety or convenience of any person who is
acting lawfully and entitled to be present

e Enters any part of LT Training's premises or any other place to which students have access for the
purpose of tuition, when not entitled to do so, or having entered, refuses to leave said premises

In the event that a student displays inappropriate behaviour, they will be asked, in the first instance, to
change their behaviour to acceptable behaviour. If the inappropriate behaviour continues, this matter will be
forwarded to LT Training’s CEO, who will make a decision regarding the inappropriate behaviour. When
disciplinary action is taken, the CEO will notify the student of the reason for the action. A verbal warning will
be given to the student and documented in the individual's file.

Where the behaviour continues after the verbal warning, the CEO will counsel the student and a written
warning will be provided to the student. A copy of this warning will be noted and kept on the individual's file
In the event that the behaviour continues beyond the written warning, the student will be removed from the
training program. Notification of removal will be made in writing and a noted copy will be placed on the
student's individual file

Where a student is not contactable or fails to respond to LT Training’s communication requests and is absent
from class their enrolment will be terminated under the following steps:
e Step 1 - Student has been contacted four (4) times with a minimum of 2 weeks apart
e Step 2 - Student will be sent a warning letter notifying them of the intent to terminate their enrolment.
If no response is received by LT Training within 4 weeks from the date of the warning letter sent, the
student’s enrolment will be terminated.
o Step 3 — Any final AQF certification documentation, where all fees have been paid and LT Training
has the student’s USI number will be issued to the student.
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Pre-enrolment

LT Training provides information to all prospective students, trainees, apprentices, and employers prior to
enrolment, as detailed in the Pre-enrolment Policy and Procedures — Non-Funded and Funded Courses
information:

PRE ENROLMENT POLICY AND PROCEDURES - NON FUNDED COURSES
POLICY
LT Training is committed to ensuring that prospective students are advised prior to enrolment of the suitability
of the course in which they would like to enrol into, taking into consideration the requirements of the course,
and the student’s skills and competencies, including the language, literacy and numeracy and the digital
proficiency requirements. This pre-enrolment policy and procedures refers to non-funded courses only.

PROCEDURES

1. Before enrolment, the following information is provided to prospective students:

e LT Training website https://www.lttraining.com.au/ , which includes all course information,
Student Handbook, Student Support Services, Policies and Procedures, including Privacy Notice

a. Course code and title

b. Duration of the course and Commencement dates

Course location/s

Course entry requirements

Modes of delivery, including Recognition of Prior Learning (RPL) and credit transfers

Course fees, costs and charges (including any payment plans)

Work placement arrangements (as required) and any Licencing requirements

Details of any third parties that may be delivering the course (as required)

2. Prior to enrolment, all prospective students will complete a Booking Registration application which will
include, information, on the student’s:

a. Course code and title
b. Full name and Address
c. Date of Birth
d. Email and Telephone contacts
e. *Digital Literacy proficiency level — No digital skills; Basic level; Intermediate level; Advanced
level
f. *Language Literacy and Numeracy (LLN) educational level — Never attended school (ACSF1); Com-
pleted Year 9 or lower (ACSF2-3); Completed Year 10 or 11(ACSF3); Completed Year 12 (ACSF3)
g. Prepaid fees (less than $1500) — Employer or Student invoice; Bank transfer; Credit Card, Pay-
Pal, Stripe

3. Once the booking registration application has been received by LT Training, a qualified representative
will review the information on the Booking Registration application to ensure that the student’s skills and
competencies meet the *course requirements. The prospective student will receive confirmation either:

a. Advising that they will need to complete a *Digital Literacy Proficiency Review QUIZ, or a *LLN
Proficiency QUIZ to ensure that the student’s skills and competencies meet the course require-
ments, OR

b. Advising them that the booking registration information aligns with the course requirements and
they will be offered an enrolment application form to complete.

4. Upon a prospective student completing a *Digital Literacy Proficiency Review QUIZ, or a *LLN Profi-
ciency QUIZ, a LT Training representative will review these details to ensure that they align with the
course requirements. Once it has been deemed that the student’s skills and competencies meet the
course requirements they will be offered an enrolment application form to complete. If a prospective stu-
dent’s Digital Literacy Proficiency Review QUIZ, or a LLN Proficiency QUIZ do not meet the course re-
quirements, they will be advised accordingly and offered a full refund of any pre-payment of course fees.

Se o ao

*Course minimum requirements

Proficiency Short Course Level 2 qualification Level 3 qualification
Year 9 or lower Year 9 or lower e
LLN (“ACSF 2-3) (“ACSF2-3) Year 10 or above (**ACSF3)
Digital Basic level Basic level Bas:c Igvel, excep t. Intermedlgfe Igvel
is required for Business qualifications

** ACSF — Australian Core Skills Framework
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PRE ENROLMENT POLICY AND PROCEDURES - FUNDED COURSES

POLICY

LT Training is approved to deliver Queensland Government subsidised training under the Skills Assure
Supplier (SAS) framework, specifically to deliver VET program area: Career Start: entry level training for job
seekers

This pre-enrolment policy and procedures refer specifically to the Skills Assure Supplier Policy_1_July-2025
Performance Standard 1 and 2, as detailed below:

e Performance Standard 1: Provide information before enrolment to inform and protect prospective stu-
dents

e Performance Standard 2: Conduct Pre-Enrolment Assessment; and Employer Resource Assessment for
apprenticeships and traineeships

LT Training is committed to ensuring that prospective eligible SAS students are advised prior to enrolment of
the suitability of the course in which they would like to enrol into, taking into consideration the requirements
of the course, and the student’s skills and competencies.

PROCEDURES
Before enrolment, the following information is provided to prospective eligible SAS students:

e LT Training website https://www.lttraining.com.au/ , which includes all course information,
Student Handbook, Student Support Services, Refund Policy, Policies and Procedures, including
Privacy Notice

e Course code and title

e Duration of the course and Commencement dates

e Course location/s

e Course entry requirements

¢ Modes of delivery, including Recognition of Prior Learning (RPL) and credit transfers

e Training timelines and assessment methods

o Relevant Queensland Government funding subsidies and Fact Sheets (as required)

o Course fees, costs and charges (including any co-contribution fee requirements)

o Work placement arrangements (as required) and any Licencing requirements

o Details of any third parties that may be delivering the course (as required)

Prior to enrolment, all prospective students will complete a Booking Registration application which will in-
clude, information, on the student’s:

o Course code and title

e Full name and Address

e Date of Birth

o Email and Telephone contacts

o *Digital Literacy proficiency level — No digital skills; Basic level; Intermediate level; Advanced
level

e *Language Literacy and Numeracy (LLN) educational level — Never attended school (ACSF1); Com-
pleted Year 9 or lower (ACSF2-3); Completed Year 10 or 11(ACSF3); Completed Year 12 (ACSF3)

« Co-contribution fee (less than $1500)

Once booking registration application has been received by LT Training, all prospective SAS eligible students
will be required to complete a *Digital Literacy Proficiency Review QUIZ, and a *Language Literacy and Nu-
meracy (LLN) Proficiency QUIZ, to ensure that they align with the course requirements.

Furthermore, prior to enrolment all eligible SAS prospective students will interviewed by an LT Training Rep-
resentative with a pre-enrolment assessment questionnaire (PEA) to ensure that the course is suitable and
meets the prospective student’s needs, with information regarding acknowledgement of entitlement to ac-
cess a subsidised training place, and information that the Queensland Government may ask an eligible SAS
student surveys on their training goals, experience and outcomes

For prospective apprenticeships and traineeships, relevant Employer’s will receive an Employer Resource
Assessment (ERA) to ensure adequate facilities, range of work, supervision and on-the-job training will be
provided.
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Enrolment

LT Training provides information to all prospective students; trainees; apprentices and employers regarding
the Enrolment process, as detailed in the Enrolment Policy and Procedures information:

ENROLMENT POLICY AND PROCEDURES
POLICY

LT Training is committed to providing a smooth and supportive training experience for all students and
thereby commits to an enrolment process that is transparent and consistent to support the student in
accessing education and training.

PROCEDURES

1. Prospective students must have completed a Booking Registration Application form prior to enrolment.
Prospective students must have completed the Pre-enrolment process that applies. Please refer to one
of the following documents:

a. Pre-enrolment Policy and Procedures_Funded courses
b. Pre-enrolment Policy and Procedures_Non-Funded courses

3. Students who have received confirmation that their Language Literacy and Numeracy (LLN), Digital Lit-
eracy proficiencies and that all the pre-enrolment requirements have been met, will be offered an Enrol-
ment Application to complete.

4. Students will complete the Enrolment Application Form in full, including the USI requirements.

5. If applicable, students will be sent an RPL enrolment application and/or a credit transfer application to
complete.

6. For students who may be eligible for Queensland Government Funding subsidies, they will be sent a
Student Pathway Eligibility Verification Checklist to sign and complete and will be required to provide
*additional evidence to meet the Queensland Government Funding eligibility requirements.

7. All students must provide photographic identification evidence i.e. at least either a driver’s licence or an-
other form of photographic identity.

8. As required, a copy of a student’s entitlement verification, or proof of humanitarian permanent residency
visas will be required.

9. Once LT Training receives a student’s Enrolment Application Form in full with associated documentation,
student’s will be advised in writing when training and assessment delivery will occur.

*Additional evidence requirements may include, but are not limited to:

a. Proof of Australian or New Zealand | Evidence of one or more of the following valid documents:

citizenship; Australian permanent residency | ¢  Australian or New Zealand passport

or Australian temporary residency and proof | e  Australian citizenship certificate

of Date of Birth e Australian or New Zealand birth certificate, or birth ex-
tract

e Medicare card (Green Only), plus DOB evidence

e Visa Entitlement Verification Online — for Australian
temporary residence - visa status details and condi-
tions — VEVO through http://www.homeaf-
fairs.gov.au/Busi/visas-and-migration/visa-entitlement-
verification-online-(vevo), plus DOB evidence

e OR proof of Humanitarian permanent residency visas
and a blue Medicare card, plus DOB evidence

b. Proof of Queensland residency status | Evidence of one or more of the following valid documents:

(which must have the same address details | ¢«  Queensland Driver licence or Queensland Driver Li-

as on the student’s enrolment form,) cence Receipt, if showing QLD address

o Heavy vehicle licence, if showing QLD address

e Marine licence, if showing QLD address

o Dept. of Veterans’ Affairs/Pensioner Concession Card,
if showing QLD address

e Health Care Card, if showing QLD address

o Commonwealth Seniors Health Card, if showing QLD
address

e Adult Proof of Age Card, if showing QLD address

e Australian Electoral Commission document
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e Contract of property purchase, lease/rental document,
mortgage or land ownership certificate

o Electricity, gas or telephone account issued in the last
six (6) months

¢ Queensland local government rates notice

e Bank statement issued within the last (six) months

o Official letter from Centrelink or the Australian Govern-
ment Department of Human Services

e An Australian Taxation Office assessment/Tax file
number confirmation notice

c. Proof of eligibility for concession

Evidence of one of the following valid documents:

o Dept. of Veterans’ Affairs/Pensioner Concession Card
e Health Care Card

e Commonwealth Seniors Health Card
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RECOGNITION OF PRIOR LEARNING (RPL) POLICY AND PROCEDURES

LT Training provides information to all prospective students; trainees; apprentices and employers regarding
the RPL process, as detailed in the RPL Policy and Procedures below:

RPL POLICY AND PROCEDURES
POLICY

Recognition of Prior Learning (RPL) means an assessment process that assesses the competency/s of an
individual that may have been acquired through formal, non-formal and informal learning to determine the
extent to which that individual meets the requirements specified in the training package.

LT Training offers recognition of prior learning (RPL) to students, EXCEPT when a training product is
deemed to be of high risk and unable to maintain the integrity of the training product. In these circumstances
prospective students will be advised of this prior to enrolment.

Decisions relating to RPL are based on evidence of a student’s prior skills, learning and experience that
meet the training product requirements. The evidence may take a variety of forms and could include certifi-
cation, references from past employers, testimonials from clients and work samples. The assessor must en-
sure that the evidence is authentic, valid, reliable, current and sufficient.

This may include:

Formal learning refers to learning that takes place through a structured program of instruction and is linked
to the attainment of an AQF qualification or statement of attainment (for example, a certificate, diploma, or
university degree)

Non-formal learning refers to learning that takes place through a structured program of instruction, but does
not lead to the attainment of an AQF qualification or statement of attainment (for example, in-house profes-
sional development programs conducted by a business); and

Informal learning refers to learning that results through experience of work-related, social, family, hobby, or
leisure activities (for example the acquisition of interpersonal skills developed through several years as a
sales representative).

RPL assesses this prior learning against the requirements of the training product, in respect of both entry
requirements and outcomes to be achieved. RPL encourages an individual to continue upgrading their skills
and knowledge through structured education and training towards formal qualifications and improved
employment/educational outcomes. RPL keeps the system of qualifications open to recognition of the value
of learning achieved outside the formal system, as part of everyday living in a continuum of learning
throughout one's life.

LT TRAINING is committed to and has implemented an effective skills recognition process in line with the
requirements of ASQA and SAS agreements.

PROCEDURES
As a component of the student recruitment and enrolment process, LT TRAINING implements a robust RPL
process. The procedures are:

Applying for RPL

1. The prospective student is informed of the course requirements and of the existence of an RPL process
prior to/or at the time of enrolment. Please refer to the relevant Pre-Enrolment Policy and Procedures.

2. If the student wishes to make an application for RPL, they are invited to verbally discuss their basis for
RPL with their trainer and/or an LT Training Representative and to complete ‘Employment/Training/Ref-
eree and Self-Assessment forms.’ The purpose of this is to prevent poorly supported claims from being
made and to ensure that the potential student is fully aware of the RPL process, and the evidence re-
quired to meet the training package requirements.

3. An LT Training Assessor will review the forms and will advise the student whether they have sufficient
knowledge and evidence to proceed with the RPL process.
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4. Once a decision has been made to proceed with the RPL process then, upon payment of the prescribed
sum, the student will be issued with the RPL kit, containing:
a. An RPL application form which outlines the information about the application and the units of
competency they are making claim for.
b. A guide for the portfolio of evidence that the student will need to amass to show support for their
claim for RPL will be required.
5. RPL Fee: RPL will be charged at a comparable rate to that of the unit of competency.

RPL Requirements

To achieve RPL, students/RPL Candidates must provide appropriate RPL evidence (including documents,
demonstrations and interviews as may be relevant) which will be assessed against the training product
requirements; and

The processes used to assess RPL evidence may take several (not mutually exclusive) forms, for example:

e Participation in exactly the same or modified versions of the assessment the student would be re-
quired to complete as part of the training product.

e Assessment based on a portfolio of evidence.

e Direct observation of demonstration of skill or competence.

o Reflective papers, journals, or portfolios that relate past learning to the learning or competency out-
comes of the current course or qualification.

e Provision of examples of the student’s work drawn from the workplace, social, community or other
setting in which the student applies their learning, skill, or competence.

e Testimonials of learning, skill, or competence; and

e Combinations of any of the above.

The portfolio of evidence will be assessed by a qualified Assessor to ensure that it has met all the require-
ments of the entire training product.

The assessment will be determined by the relevant Assessor with feedback informing the student of the re-
sults and rationale for the decision.

LT TRAINING ensures that trainers and assessors remain current in their professional development and in
their knowledge and understanding of issues related to RPL.

Where gaps are identified, or additional mentoring and support have been identified with the evidence in the
training product, RPL is not applicable. In this case, learning is occurring, and a ‘Competent’ result is
achieved on completion of required assessment.

Start Date

The official start date for a Unit of Competency through RPL is determined as the date that the student
submitted their evidence portfolio for assessment. This is the start date that all LT TRAINING personnel are
to record on the student’s training and assessment plan (actual start date section for each unit). This date is
critical for compliance in cases where financial subsidies are being received for the student’s course.

The RPL result date is the final date that the student provided all evidence required and was deemed to have
achieved the unit ‘RPL-Granted’ result.
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Fees and Charges

LT Training provides clear and accurate information relevant to the courses and qualifications offered,
including all fees, costs and charges which students, apprentices, trainees and at times, employers will be
required to pay, as detailed in the Fees and Charges Policy and Procedures.

FEES AND CHARGES POLICY AND PROCEDURES
POLICY
LT Training is committed to ensuring transparency, consistency, and fairness in the setting, communication,
collection, of fees and charges payable for the range of services, including Fee for Services and Queensland
Government funded VET programs.

PROCEDURES

Pre-enrolment

¢ All fees and charges are in Australian Dollars.

e All accredited educational course fees are exempt of GST as detailed in the ATO rulings
https://www.ato.gov.au/law/view/view.htm?docid=GST/GSTR20031/NAT/ATO/00001

e GST applies to all non-accredited educational course fees.

e The total amount of all fees including course fees, co-contributions and any additional location charges
for enrolling in a short course or qualification are provided to all prospective student’s prior to enrolment.

e Full fees for each course/qualification are published on https://www.lttraining.com.au/, under the relevant
qualification or short course.

¢ Queensland Government Co-contribution fee information is provided in Appendix A and Appendix B.

o All prospective students, trainees, and apprentices must read and understand the Fees and Charges
Policy and Procedures before enrolling in a course with LT Training, which form part of the LT Training
policies and procedures.

¢ All employers who may be enrolling prospective employees, trainees or apprentices must read and un-
derstand the Fees and Charges Policy and Procedures before enrolling a person into a course/appren-
ticeship or traineeship offered by LT Training.

o All students, trainees, apprentices/trainees and/or employers must agree to the relevant fees and
charges prior to enrolments being received by LT Training.

e Additionally, employers must agree in writing with LT Training to relevant fees and charges prior to enrol-
ling an employee, trainee or apprentice in a course/qualification.

Schedule of Fees and Charges

Fee for Service (FFS) Non-State Government-funded student fees (accredited training)

e LT Training accepts prepayment of accredited educational fees as a deposit (less than $1500) via Em-
ployer or Student invoice; Bank transfer, Credit Card, PayPal or Stripe at time of booking.

e Accredited educational fees are detailed on LT Training website https://www.lttraining.com.au/

e All accredited educational training is GST exempt.

e Accredited educational fees up to the value of $1500 must be paid for prior to course/qualification com-
mencement.

e When a course/qualification costs more than $1500, a minimum deposit of $1500, as a deposit is re-
quired prior to course/qualification commencement, with the balance of the fees paid in a payment plan
after the course/qualification commences, which does not exceed $1500 prepayment.

e Accredited courses, additional travel and accommodation costs may apply for locations outside of LT
Training site training locations. (For example, an employer or worksite location.) GST will apply. The
amount that applies will be 95¢ per km return travel, plus for overnight stays up to $300 per night for
Trainer’s meals and accommodation. LT Training reserves the right to negotiate these fees prior to
scheduling a course.

e Courses organised on a weekend may require a minimum of six students, plus the above travel and ac-
commodation. LT Training reserves the right to negotiate these fees prior to scheduling a course.

e Allinvoices must be paid within fourteen (14) days from the date of the Invoice and, where applicable,
prior to course commencement.

¢ Non-payment of the agreed deposit, prior to course commencement, may result in cancellation of an en-
rolment.

o Before any AQF Certification documentation can be issued, all agreed fees and charges must be paid in
full to LT Training.
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Fee for Service (FFS) student fees (non-accredited training)

LT Training accepts prepayment of fees as a deposit to secure a place in non-accredited training course.
Non accredited training fees are detailed on LT Training website https://www.lttraining.com.au/our-
courses-2/

GST applies to all non-accredited training course fees.

Non-accredited courses, additional travel and accommodation costs may apply for locations outside of
LT Training site training locations.(For example, an employer or worksite location.) GST will apply. The
amount that applies will be 95¢ per km return travel, plus for overnight stays up to $300 per night for
Trainer’s meals and accommodation. LT Training reserves the right to negotiate these fees prior to
scheduling a course.

Courses organised on a weekend may require a minimum of six students, plus the above travel and ac-
commodation. LT Training reserves the right to negotiate these fees prior to scheduling a course.

All invoices must be paid prior to course commencement.

Non-payment of the agreed deposit, prior to course commencement, may result in cancellation of an en-
rolment.

Before any Certification documentation can be issued, all agreed fees and charges must be paid in full to
LT Training.

QUEENSLAND GOVERNMENT FUNDED PROGRAMS - FEES AND CHARGES

CAREER START PROGRAM

LT Training is a Skills Assure Supplier (SAS), approved by the Department of Trade, Employment and
Training (DESBT) and offers the AHC31024 Certificate Il in Parks and Gardens qualification for eligible
students.

Through the Career Start program eligible students, the Queensland Government will provide a subsidy
to their training, with eligible students required to contribute to the cost of their training through either a
non-concessional or *concessional co-contribution fee.

General Training Pathway

AHC31024 Certificate lll in Parks and Gardens qualification is offered as a General Training Pathway
under the Queensland Government Career Start Program.
Co-contribution fees may be paid on behalf of a Student by their employer or a third party (unrelated to
LT Training), but cannot be waived directly or indirectly by LT Training, unless approved in writing by the
Queensland Government department.
Co-contribution fees will not be charged for credit transfers; transitional gap training or for student co-
horts who are exempt from paying co-contribution fees as specified below:
o Skilling Queenslanders for Work or SQW participants;
o Specific fee — free training programs as announced by the Queensland Government;
o Foundation Skills training
o Lower-level vocational qualification for concessional Students
*Concessional student status applies to students who fall into one of the following categories:
o Holds a Health Care, Veteran or Pensioner Concession Card issued under Commonwealth law,
or is the partner or a dependent of a person who holds such a card and is named on the card;
o Holds an official form issued under Commonwealth law confirming that they, their partner, or the
person of whom they are a dependent is entitled to concessions under a Health Care, Veteran or
Pensioner Concession Card;
o ldentifies as Aboriginal or Torres Strait Islander;
o Has a disability;
o Is an adult prisoner.
LT Training cannot request or demand more than 30% of the total Co-contribution fee cost upfront.
The Co-contribution fee for eligible concessional students is $10-00 per unit of competency, and $20-00
per unit of competency for non-concessional students.
Additional Location charges apply for students who are located in excess of 200 km from LT Training
Sunshine Coast Head Office location. These additional charges may be paid for by the student or the
student’s employer and will be negotiated and agreed upon, prior to the student enrolling in training and
prior to training commencing. Please refer to Appendix A 2025 Co-contribution rate location information
sheet (Career Start General Pathway) AHC31024 Certificate Ill in Parks and Gardens. Please note:
GST is included in the additional travel and accommodation costs detailed in Appendix A.
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Apprenticeship and Traineeship Pathway

AHC31024 Certificate lll in Parks and Gardens qualification is offered as an Apprenticeship Pathway un-
der the Queensland Government Career Start Program.

For eligible apprentices, LT Training is required to charge co-contribution fees.

Co-contribution fees are set by the Queensland Government department at $1.60 per nominal hour for
each Unit of Competency and will be calculated at the commencement of each unit. This fee can be
paid by the student, employer or a third party, unrelated to LT Training.

Additional Co-contribution fees will be charged, as detailed in Appendix B 2025 Co-contribution rate loca-
tion information sheet (Career Start Apprenticeship and Traineeship Pathway) AHC31024 Certificate Ill in
Parks and Gardens where apprentices are located in excess of 200 km from LT Training Sunshine Coast
Head Office location. These additional charges may be paid for by the student or the student’s employer
and will be negotiated and agreed upon, prior to the student enrolling in the apprenticeship/traineeship. .
Please note: GST is included in the additional travel and accommodation costs detailed in Appendix B.
Apprentices/trainees that fall into one of the following categories will only be charged 40% of the Co-con-
tribution fee and are referred to in Appendix B as ‘concessional enrolments:’

o Was or will be under 17 years of age at the end of February in the year in which LT Training pro-
vides training, and is not at school and has not completed Year 12;

o Holds a Health Care, Veteran or Pensioner Concession Card issued under Commonwealth law,
or is the partner or a dependent of a person who holds such a card and is named on the card;

o Holds an official form issued under Commonwealth law confirming that they, their partner, or the
person of whom they are a dependent is entitled to concessions under a Health Care, Veteran or
Pensioner Concession Card;

o lIdentifies as Aboriginal or Torres Strait Islander;

Apprentices/trainees that fall into one of the following categories will be exempt from paying Co-contribu-
tion fees:

o Undertaking a qualification as part of the Skilling Queenslanders for Work or SQW;

o Specific fee — free training programs as announced by the Queensland Government;

o Foundation Skills training;

o School based apprenticeship or traineeship.

Apprentices/trainees who are eligible for the Free Apprenticeships for Under 25s initiative will not be
charged a fee. The Queensland Government department will cover the Co-contribution fee.

Financial Hardship
Where budgetary evidence indicates that the student contribution fee would cause extreme financial

hardship to a student, or an apprentice/trainee and would adversely impact on their standard of living, LT
Training will waiver the Co-contribution fee. To apply for this exemption a student/apprentice/trainee must
apply to LT Training at info@lttraining.com.au, with evidence that the payment will cause extreme financial
hardship. LT Training will discuss options with the student/apprentice/trainee and decisions will be made on
an individual, case by case basis, with agreement in writing by all parties. Please note that applying under
Financial Hardship does not guarantee a full or partial refund or transfer of fees.

Refund of Fees and Charges
Please refer to LT Training’s Refund Policy and Procedures for refund policy, conditions and procedures.
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Complaints and Appeals

LT Training provides information to all prospective students, trainees, apprentices, and employers regarding
the Complaints and Appeals process, as detailed in the Complaints and Appeals Policy and Procedures
information:

COMPLAINTS AND APPEALS POLICY AND PROCEDURES
POLICY

LT Training is committed to providing students with procedural fairness through a fair and transparent
process for complaints and appeals. Complaints and appeals are handled in strict confidence, with
information not being disclosed without prior written permission, and viewed as a continuous improvement
opportunity for the organisation.

This policy outlines the process for staff and students regarding academic and non-academic complaints and
appeals.

Academic Matters refer to all matters directly related to study activities. This may include but not limited to:
attendance, progress, training, assessment matters including results, facilities, trainers, assessors, course
content and/or materials, AQF certification documents/transcripts.

Non-academic Matters refer to all matters not directly related to training and assessment activities. This
may include but not limited to: the pre-enrolment and enrolment process, Government funding, payment of
fees or other financial matters, cancellations, withdrawals and/or refunds, interpersonal issues; social media
issues; student services issues; privacy or data management issues.

PROCEDURES

1. In the first instance, persons wishing to make a complaint or lodge an appeal are requested to resolve
the matter informally with the relevant ‘other’ person/s e.g. LT Training representative/trainer/asses-
sor/staff or other student. If the issue concerns an academic matter, the issue may be discussed in the
first instance with the relevant trainer/assessor. If the issue concerns a non-academic matter, the issue
may be discussed with the Administration Officer.

2. Where a matter is unable to be resolved informally, complaints and appeals are to be lodged in writing,
using Appendix A —Complaints and Appeals Form to info@Ittraining.com.au.

3. All complaints and appeals received in writing will be acknowledged within one (1) business day of re-
ceipt; confirming receipt of the relevant Complaints and Appeals Form, and will be recorded in LT Train-
ing’s Complaints and Appeals Management Register.

4. The Chief Executive Officer(CEQ), will review and investigate the issue, or will delegate the matter to the
Compliance Officer to review and investigate. The CEO is responsible for making the final decision,
based on the investigations and will advise the outcome and reasons for the outcome in writing within
fourteen (14) days of receiving the Complaints and Appeals Form.

5. If the matter is unable to be resolved within the 14 days, notification will be provided in writing to the per-
son lodging the Complaints and Appeals Form, with regular progress updates every 14 days. Where
possible matters will be resolved within 30 days.

6. Where the outcome is in favour of the student (or person lodging the Complaints and Appeals Form) the
outcome will be implemented immediately.

7. Where the outcome involves illegal conduct, the matter will be referred directly to the Queensland Police
Department.

8. All decisions and outcomes will be recorded in the Complaints and Appeals Management Register.

9. If the matter cannot be resolved between the parties concerned, or the outcome is not satisfactory, rele-
vant persons can escalate their dissatisfaction with an independent, external agency — for example but
not limited to:

a. Australian Skills Quality Authority (ASQA) - https://www.asga.gov.au/students/complaints
b. Office of the Australian Information Commissioner via the following details:
https://www.oaic.gov.au/privacy/privacy-complaints

C. Queensland Training Ombudsman https://trainingombudsman.gld.gov.au/online-complaint-form/
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Complaints and Appeals Form

Student’s Name:

Email: Contact Phone:
Course:
Reason for Reason for complaint/appeal — please tick

Complaint/Appeal
[l Management issue (please detail)

[0 Trainer/Assessor issue (please detail)
[ staff member issue (please detail)
[J An Appeal (please detail)

[ Other (please detail)

Describe the details
of the complaint or
appeal:

Attach any supporting evidence or documentation

What efforts have
you made to re-
solve the complaint
or appeal?

What results are
you expecting?

| certify that the information provided is true and correct.
Signature: Date: / /

OFFICE USE ONLY

Receiving LT Training
Representative’s Name:

Detail the outcome of the Please note — action MUST include date advising student in writing
complaint/appeal and
action taken (resolution)

Complaints/Appeals
Management Register
Number and date entered

L T Training Signature:
Representative’s Signature: | . . / /
Date:
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Refunds

LT Training provides information to all prospective students; trainees; apprentices and employers regarding
the refund process, as detailed in the Refund Policy and Procedures information:

REFUND POLICY AND PROCEDURES
POLICY

LT Training is committed to providing a fair and transparent process for the refund of fees.

This policy outlines the conditions under which refunds of educational and other fees will be granted to
students who withdraw, cancel or transfer their enrolment in a training program.

REFUND CONDITIONS
Full Refund Entitlement
A full refund will be applied when one or more of the following conditions apply:

e If LT Training is responsible for cancelling a course/qualification prior to commencement.

e A written request to withdraw from a course/qualification or cancel an enrolment has been received by
LT Training more than five (5) days before course/qualification commences.

e If extreme hardship or extenuating circumstances prevent participation in the course/qualification, an ap-
plication can be made for a refund or transfer to an alternative scheduled date. Please refer to ‘Financial
Hardship’

Partial Refund Entitlement

A partial refund will be applied if LT Training should cease a course/qualification due to unexpected
circumstances. Once the training has commenced, a refund will be provided for any incomplete units that the
student/apprentice/trainee has been enrolled into.

No Refund Entitlement

Course/qualifications fees, including accredited courses, non-accredited courses, co-contribution fees and
additional location fees will not be refunded when one or more of the following conditions apply:

¢ Withdrawal from course/qualification or enrolment cancellation has been received in writing less than five
(5) days before the course/qualification starts.

o Where there are no business hours before the short course starts or when the course has commenced.

o |If the student does not turn up for the day.

e Any additional location travel fees (travel and accommodation) for all courses/qualifications which have
been incurred by LT Training are ineligible for a refund.

PROCEDURES

1. To apply for a refund, submit a written request for refund using the Refund Request Form. All requests
must include supporting documents e.g. medical certificate

2. LT Training CEO will review the request against this policy and will advise the student in writing of the
refund decision within ten (10) working days.

3. Approval refunds will be processed within 14 business days, with refunds being paid to the original
payer, unless otherwise agreed upon.

4. If a student is not satisfied with the decision, they may lodge an appeal through LT Training’s Complaints
and Appeals Policy.

Version 3.0_July 2026 Page 24 of 41


http://www.lttraining.com.au/

TRAINING

P. 07 5476 3211 or 07 3668 0737

LT Training - RTO reg. 45726

E. info@lIttraining.com.au

W. www.LTTraining.com.au

PO Box 4775, SCMC, Burnside, QLD, 4560

Refund Request Form

STUDENT DETAILS

Full Name

Course/qualification

Contact telephone:

Contact email address:

REFUND REQUEST DETAILS

Date of enrolment:

Start Date:

Date of withdrawal request:

Amount Paid:

Amount requested for refund:

Reason for refund request:

O Course cancelled by LT Training

0 Withdrawing before course commencement

O Withdrawing after course commencement

0 Compassionate/compelling circumstances/Financial hardship

O Other (please specify):

Supporting documents
attached:

O Medical certificate

O Official letter/evidence of circumstances (financial hardship)
O Proof of payment

O Other:

STUDENT DECLARATION

| DECLARE THAT | HAVE:

¢ Read the Refund Policy and Procedures
e Provided information that is, to the best of my knowledge true and accurate

| understand that Refunds will be processed in accordance with LT Training’s Refund policy and

procedures.

Student Signature:

Date: / /

OFFICE USE ONLY

Date Received: / /

Received By:

00 Decision: O Approved [0 Declined:

Reason for decision:

Refund Amount Approved: $

Date of Approval: /

Date Refund Processed: / /

Payment Method:

Authorised Representative’s Signature:

Date: / /
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Student Support

LT Training provides information to all prospective students; trainees; apprentices and employers regarding
the refund process, as detailed in the Refund Policy and Procedures information:

STUDENT SUPPORT POLICY AND PROCEDURES
POLICY

LT Training is committed to providing student’s with training support throughout the student’s progress, which
includes academic, personal and wellbeing support. All students who study with LT Training have equal
access to confidential support services throughout their studies. LT Training provides a safe and inclusive
learning environment for all students.

PROCEDURES
LT Training provides timely and individualised support services to students. To access these services,
students are encouraged to speak directly with their Trainer or to contact the Administration team for a

confidential referral.

Administration, academic, wellbeing and personal services information, as detailed in the table below:

LT Training’s Internal Support Services
(no additional cost to student)

Administration staff are available Monday — Friday during office hours via email —
info@Ittraining.com.au, with Administration staff responding within 48 hours of student’s enquiry.
Trainers and Assessors are available Monday — Friday during office hours via trainer’s email and/or
mobile, with Trainers/Assessors responding within 48 hours of student’s enquiry.
Language Literacy and Numeracy Assistance from Trainer/Assessor, which may include, but not
limited to:

Literacy

- Providing students only essential writing tasks,

- Provision of handouts in an audio format via either cassette tape or on CD,

-  Consideration of the use of group exercises so that the responsibility for writing rests with
more than one person,

- Provision of examples and models of completed tasks,

- Ensure that documents and forms are written and formatted in plain English,

- Use of clear headings, highlighted certain key words or phrases and provided explana-
tions of all technical terms used,

- Assessments can be conducted using an interview technique where required.

Language
- Present information in small chunks,
- Speak clearly, concisely and not too quickly,
- Give clear instructions in a logical sequence,
- Give lots of practical examples,
- Encourage students to ask questions,
- Ask clarifying questions to ensure students understand.

Numeracy
- Ask students to identify in words, what the exact problem is and how they might solve it,
- Show students how to use the calculate through step by step instructions and through ex-
amples of completed calculations.
Providing Recognition of Prior Learning (RPL) flexible assessment options for relevant courses
Reasonable adjustments are made to support students with disabilities and provide equitable access.
The adjustments must not compromise the integrity of the training and assessment. Students are
supported through the Enrolment process to disclose their disability, if they wish and to communicate
reasonable adjustment requirements to their Trainer/Assessor prior to training and assessment
delivery. Reasonable adjustments available may include but not limited:
o Collaborating with student to understand and support their specific needs
o Allowing for the use of external support workers/providers, interpreters or notetakers
into the classroom environment (please note, external providers costs must be cov-
ered by student — LT Training does not cover these costs)
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Providing materials in different formats — e.g. large print, hard copy
Allowing extra time to process information and complete tasks
Taking additional shorter breaks to segment learning
Offering alternative formats (visual presentations, oral assessments)
Providing rest breaks during assessments

o Providing a quiet space, or one on one environment to complete assessments
Where a requested reasonable adjustment is not able to be met, the student will receive in writing the
reasons why the request is not appropriate or possible for the training and assessment by the
CEO/Training Manager as soon as reasonably practicable.

O O O O O

Wellbeing support services which includes but not limited to:
o Peer mentoring/buddy system with other students to promote inclusion
o Tips to manage stress, develop resilience and maintain a healthy work-study-life bal-
ance booklet on our website

External Support Services
(additional cost to student may apply — LT Training does not cover the cost of external
support services)

Counselling services, providing vocational, emotional and psychological support in the local area (Ask
the Administration team to provide contact details)

Career counselling information and resources
o 1800 227 337
o www.myfuture.edu.au

Financial support for students experiencing financial difficulties
o 1800 007 007 — National Debt Helpline
o 132 300 — Centrelink (ask for Financial Information Service)
o Money Smart tools https://moneysmart.gov.au/

Wellbeing support services which includes but not limited to:

o Joining community events and social activities that foster a sense of connectiveness
and belonging

o Engaging in fitness activities that promote physical health and wellbeing — e.g. yoga,
Pilates, group exercise classes

o Attending mindfulness and meditation sessions to help relax and focus

o Volunteering www.volunteeringaustralia.org

o Information for people with disabilities 1800 643 787 https://www.disabilitygate-

way.gov.au/

Mental Health Crisis Support
o QLD 1300 MH CALL on 1300 642 255
Lifeline 131114
Beyond Blue 1300 224 636
Suicide Call Back Service 1300 659 467
Black Dog https://www.blackdoginstitute.org.au/

O O O O

Sexual Health and Relationships Educational resources https://share.ceh.org.au/
Work and Employment services 13 62 68 | www.jobactive.gov.au

Translation and Interpreting Services 131 450 | www.tisnational.gov.au
Relationships Australia Services 1300 364 277

National Disability Neglect and Abuse Hotline 1800 880 052

Indigenous Counselling Services 07 3899 5041
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REASONABLE ADJUSTMENT POLICY AND PROCEDURES

POLICY

LT Training provides reasonable adjustments to support students with disability, or who have identified as
requiring support access and to participate in training and assessment on an equal basis.

Reasonable adjustments include any adjustments for a student with disability in a manner consistent with the
Disability Standards for Education 2005 as detailed within the link Information products for educators and
education providers on supporting students with disability - Department of Education, Australian
Government.

Reasonable adjustment refers to a modification or support measure made to the learning environment,
training delivery, assessment method, resources, communication method, scheduling, or support
arrangements to enable a student to participate in training and assessment.

Reasonable adjustment does not mean lowering the standard of competency for the training product or
reducing the requirements, or removing essential assessment requirements, or compromising the integrity,
validity, reliability, fairness or sufficiency of the assessment decision.

Where adjustments are not appropriate or possible to maintain the integrity of the training product the reason
will be documented and communicated to the student.

REFERENCE DOCUMENTS

Standards for Registered Training Organisations 2025 — Outcome Standard 2.4, which requires reason-
able adjustments to be made to support VET students with disability to access and participate in training and
assessment on an equal basis. ASQA’s Training Support Practice Guide also identifies the need to support
disclosure, make appropriate adjustments, and document/communicate reasons where adjustments are not
appropriate or possible.

Disability Discrimination Act 1992 and Disability Standards for Education 2005, which require educa-
tion and training providers to support students with disability to access and participate in education and train-
ing on the same basis as students without disability.

Disability Standards for Education 2005 Guidance Notes, which explain that reasonable adjustment
should be determined in consultation with the student and that the integrity of course or program require-
ments and assessment processes must be maintained.

Department of Employment and Workplace Relations — Practice Guide: Reasonable Adjustments,
which provides practical guidance for RTOs on reasonable adjustment, assessment integrity, and the con-
nection with the 2025 Standards.

Queensland Reasonable Adjustment Guide for VET Practitioners and relevant state-based guidance
notes, which provide practical examples of reasonable adjustment in teaching, learning and assessment for
learners with disability.

PROCEDURES

1. Students are supported to disclose their disability through the pre-enrolment process and/or through the
enrolment process and/or before training and/or assessment, if the student wishes to do so.

2. Adecision to support students through reasonable adjustment will be made on the following basis, but
not limited to:
e As aresult of information obtained during the student’s pre-enrolment or enrolment process
e Disclosure by the student of their disability
e A specific request by a student based on their individual needs
e An assessment by the Trainer/Assessor that a student requires reasonable adjustment to meet the

needs of the individual student undertaking the training and assessment.

3. Assessors will communicate with each student and will document within each student’s assessment
whether Reasonable Adjustment has been requested or is required.

4. A Reasonable Adjustment Table within each student’s assessment will be completed by the Assessor, as
outlined in the Reasonable Adjustment Table below.
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REASONABLE ADJUSTMENT TABLE

1. Has reasonable adjustment been re- L1 YES [INO
quested?
2. Is the reasonable adjustment request ap- O YES O NO

propriate and possible for this training
product?

3. Ifthe answerto # 1 & 2 is YES, please de-
tail the reasonable adjustment provided.

Please tick relevant boxes and insert comments if any.

L] Larger text on assessments

[1 Paper-based assessment tools

[1 Additional assessment time for the student to complete
assessments or additional breaks — you must note the
additional time and breaks

[J Alternative assessment format e.g. verbal instead of
written

[J Quiet rooms provided

[1 Resubmission of assessments

Comments:

4. Ifthe answer to # 2 is NO, please detail
the reason for why the adjustments are not
possible or appropriate for this training
product.

Assessor’s Signature declaring feedback has
been provided to student.
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Training and Assessment

LT Training provides information to all prospective students; trainees; apprentices and employers regarding
the training and assessment services, as detailed in the Training and Assessment Policy and Procedures:

TRAINING AND ASSESSMENT POLICY AND PROCEDURES
POLICY

LT Training is committed to delivering quality training and assessment, that enables students, apprentices
and trainees to attain both accredited and non-accredited competencies relevant to industry requirements.

Non Accredited training courses refer to training programs that enable learners to meet a specific need but
do not result in a nationally recognised qualification or unit of competency.

Accredited training courses and qualifications refer to training programs that enable learners to meet a
specific need and result in a nationally recognised qualification or unit of competency.

PROCEDURES
Training Delivery

All training is developed in consultation with industry to meet specific skill needs
Accredited training is aligned to the relevant Training Package requirements
Training is provided by qualified, industry experienced Trainers
Training is delivered through a blended learning model, which may include but not limited to:
o Face to face delivery
o Classroom delivery
o Distance Education delivery
o On site delivery
e Allrequired facilities, support, resources and equipment, including training materials are provided to
learners and Trainers during training

Assessment Delivery

¢ Assessment will be conducted for both accredited and non-accredited training
o Assessments for accredited courses/qualifications are aligned to the relevant Training Package require-
ments
e Assessors are qualified, with industry experienced
o Assessment methods, may include but not limited to:
o  Written Theory Questions
o Verbal Questioning by Assessor
o Practical observations by Assessor
o Allrequired facilities, support, resources and equipment, including assessment materials are provided to
learners for assessment
o Assessors will be provided with Assessor Guides that are aligned to the relevant Training Package re-
quirements

Reassessment

A reassessment opportunity is available where a learner has been deemed Not Yet Competent
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ARTIFICAL INTELLIGENCE (Al)

POLICY
LT Training supports the responsible and ethical use of Artificial Intelligence (Al) as described below:

e Al - Field of computer science that creates systems capable of performing tasks that normally re-
quire human intelligence with the capabilities of generating text, images, code and data analysis

e Generative Al — A type of Al that can create new content based on patterns it has learned from
large amounts of existing information with the capabilities of creating new content such as written
documents, presentations, images, videos or computer code.

Responsible and ethical use of Al includes, but not limited to:

Supporting quality teaching, learning, assessment, and administration.

Enhancing student equity, inclusivity, accessibility and wellbeing in learning.

Protecting academic integrity and assessment validity.

Maintaining compliance with applicable privacy, copyright, and regulatory requirements.
Ensuring transparency, fairness, and accountability in Al use.

This policy applies to:

e AIlLT Training stakeholders, including but not limited to employees, trainers, assessors, contractors,
consultants, third party providers, students, learners.

e All Al systems used for teaching, assessment, administration, marketing, student support, compli-
ance and business operations.

Al PRINCIPLES

e Al must be used in accordance with Australian legislation at all times, including privacy, security and
data handling requirements.

e Human oversight and accountability must be enabled at all times.

o Al systems must benefit, not harm by respecting confidentiality, human rights, dignity, diversity and inclu-
siveness.

e Al must support—not replace—professional judgement by qualified trainers, assessors, and LT Training
decision-makers.

e Training and assessment judgement decisions that is supported by Al, remain the responsibility of quali-
fied trainers and assessors.

e Al generated content must be reviewed for accuracy, compliance and relevance, and where appropriate
to the relevant legislation, Training Products training package rules, Principles of Assessment and the
Rules of Evidence, specifically fairness, validity, authenticity, currency.

Al Acceptable Uses
Al may be used for:

Session planning

Course design, delivery and assessment

Developing training recourses

Creating assessment tools, including but not limited to examples and case studies
Language improvement

Administrative drafting, including policies and procedures

Brainstorming activities

Meeting summaries

Accessibility support

Data analysis

All outputs must be reviewed by a qualified staff member for credibility, accuracy of content, ad-
dressing any inconsistencies, bias or errors.
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Al Prohibited Uses

Al must not be used to:

Student Use of Al

Students may use Al when appropriate and must:

Acknowledge the Al tool used.

Verify the accuracy of generated information.
Demonstrate their own understanding of the topic.
Comply with assessment instructions and conditions.

Complete student’s practical demonstration assessments where Assessor observations are required.
Replace assessor judgement.

Generate fabricated evidence.

Falsify attendance or training records.

Produce misleading compliance or governance documentation.
Upload confidential student information to unauthorised Al systems.
Make final decisions with respect to any matter without human oversight and review.

Where practical assessments require demonstration of a student’s competence, Al assistance is prohibited.

Staff Responsibilities

LT Training staff, contractors and third-party providers must:

Ensure human oversight of Al at all times.

Use Al tools in association with this policy, specifically the Al Principles.
Verify all Al-generated content.

Protect confidential information.

Maintain professional judgement.

Report Al-related risks or incidents to Management.

Management Responsibilities

LT Training Management will:

e Monitor Al risks, including but not limited to:

@)
@)
@)
(@)
(@)

Incorrect information

Bias and stereotypes

Privacy breaches and/or copyright infringement
Overreliance on Al

Cybersecurity threats

o Ensure compliance with privacy and regulatory obligations.
e Ensure data security and manage suspected breaches of this Policy.
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Issuing of qualifications

LT Training will issue all AQF qualifications and statements of attainment within 30 calendar days from the
student’s completion of assessment, provided the following guidelines have been met:

o The student has completed the qualification or completed on or more units of competency which
they have subsequently withdrawn from and
e Have paid LT Training all agreed fees and charges associated with the course or qualification.

Students are encouraged to take care of certificates issued by LT Training. Replacement certificates and/or
Statements of Attainment will incur a cost of $30.00 per document. Replacement certificates will only be pro-
vided upon submission of a Driver's Licence or another form of suitable identification.

Work Health and Safety Guidelines

The Work Health & Safety Legislation requires that the employer's duty of care is to provide a safe and
healthy working environment for all employees, and the employee's duty of care is to take reasonable care
for the health and safety of others in the workplace. This includes the provision of:
e aworkplace that is safe to work in, with working procedures that are safe to use
e adequate staff training, including topics such as safe work procedures, infection control procedures
and appropriate hygiene
e properly maintained facilities and equipment, including the provision of personal protective equip-
ment such as gloves, eye protection and sharps containers where required
e aclean and suitably designed work place with the safe storage of goods such as cleaning chemicals

The following procedures and standards must be observed to achieve a safe working and learning
environment at LT Training at all times. Everyone is responsible for:

e Maintaining a safe, clean and efficient, working/training environment

e Storing and disposing of waste according to health regulations

e Checking all resources, plant and equipment — especially electrical cords prior to use. If a student
brings cords on to the training premises, the cords must be checked by the Trainer to ensure cur-
rency of tag

e Storing resources, plant and equipment safely

e |dentifying hazards and risks

¢ |dentifying and knowing where fire and emergency exits are and identifying any fire hazards and tak-
ing precautions to prevent fire

e Using safe manual handling techniques when lifting and carrying objects

e Completing an Incident Report (Appendix C)

Other
Definitions

AQF certification documentation means the set of official documents which confirm that an AQF
qualification or VET statement of attainment has been issued to an individual by an NVR registered training
organisation or any other entity authorised to do so.

AQF qualification means an AQF qualification type endorsed in a training package or accredited in a VET
accredited course.

ASQA - Australia Quality Skills Authority ASQA's functions include:
- registering training providers as 'registered training organisations' (RTOs)
- accrediting vocational education and training (VET) courses
- ensuring that organisations comply with the conditions and standards for registration, including by
carrying out compliance audits

Bullying — unwelcome and offensive behaviour that intimidates, humiliates and/or undermines a person or
group. Bullying involves a persistent pattern of behaviour over a period time and may include verbal abuse,
physical assault, unjustified criticism, sarcasm, insults, spreading false or malicious rumours about someone,
isolating or ignoring a person, putting people under unnecessary pressure with overwork or impossible
deadlines, and sabotaging someone's work or their ability to do their job by not providing them with vital
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information and resources.
Classrooms — rooms either owned or hired by LT Training for training purposes.
Confidentiality - information kept in trust and divulged only to those who need to know.

Discrimination - treating someone unfairly or unequally, simply because they belong to a group or category
of people. Equal opportunity laws prohibit discrimination on the grounds of sex, marital status, pregnancy,
family responsibility, family status, race, religious beliefs, political conviction, gender history, impairment, age
or sexual orientation. Victimisation is also treated as another ground of discrimination.

Harassment - any unwelcome and uninvited comment or action that results in a person being intimidated,
offended, humiliated or embarrassed. Equal opportunity laws prohibit harassment on the grounds of sex and
race.

Personnel - all employees either full-time, part-time or contract of LT Training.

Racial Harassment — any occurrence of a person being threatened, abused, insulted or taunted in relation
to their race, descent or nationality, colour, language or ethnic origin, or a racial characteristic. It may include
derogatory remarks, innuendo and slur, intolerance, mimicry or mockery, displays of material prejudicial to a
particular race, racial jokes, allocating least favourable jobs or singling out for unfair treatment.

Sexual Harassment - any verbal or physical sexual conduct that is unwelcome and uninvited. It may include
kissing, embracing, patting, pinching, touching, leering or gestures, questions about a person's private or
sexual life, requests for sexual favours, smutty jokes, phone calls, emails, facsimiles or messages, offensive
noises or displays of sexually graphic or suggestive material.

Skill set means a single unit of competency or a combination of units of competency from one or multiple
training packages which link to a licensing or regulatory requirement, or a defined industry need.

Unit of competency means the specification of the standards of performance required in the workplace as
defined in a training package.

Victimisation - any unfavourable treatment of a person as a result of their involvement in an equal
opportunity complaint. Unfavourable treatment could include: adverse changes to the work environment;
denial of access to resources or work.

Training Records - all types of documentation and information relating to training and assessment activities
including but not limited to:
e commencement and completion dates for individuals of all competency units
individual student assessment information for each unit of competency
information on awards issued (award, date, certificate number)
individual student participation data (assignments/assessments where practicable, attendance)
documentation / records of complaints, appeals
RPL documentation
Credit transfer documentation

Consumer Protection - The Australian Consumer Law sets out consumer rights that are called consumer
guarantees. These, among other things, include your rights to a refund if services promised are not provided.
LT Training's refund policy outlines when a refund may be requested.

Disclaimer - Every effort has been made to ensure that the information in the booklet is correct as of July
2026. LT Training reserves the right to alter policies at any time without prior notice.
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Co-contribution rate location information sheet (Career Start General Pathway)
AHC31024 Certificate lll in Parks and Gardens

Location Local Government Areas Distance Co-contribution Co-contribution Associated costs which have been included in the co-
from rate for rate for non- contribution fees, including breakdown information
Sunshine concessional concessional The number of students per location after 200 km will reduce
Coast Office enrolments enrolments costs per unit.
South EAST QLD City of Brisbane, City of Gold Coast, One student:
Somerset Region, Sunshine Coast For example, there is one non-concessional student enrolled
Region, City of Moreton Bay, Redland at the location doing the program. The student does not hold
Bay, Logan City, Ipswich, Shire of any units of competency beforehand.
Noosa, Shire of Gympie Up to 200 km $10.00 per unit $20.00 per unit ;—276032? will be $20/unit, and there is no location contribution
Estimate of additional costs:
Motor vehicle travel - 0.85 cents per km one vehicle (up to
200km from LT Training’s Head Office) based on
Trainer/Assessor travelling to the region over 8 day visits
South EAST QLD Scenic Rim Region, Toowoomba Region, LT Training reserves the right to negotiate contribution fees
and including Toowoomba, Condamine, based on location-specific circumstances. The standard rates
further Nanango, Goondiwindi, Southern Downs are provided in the table below.
and Western Downs, Lockyer Valley One student:
Region, North Burnett, South Burnett, For example, for one student, the cost will be $20/unit plus
Bundaberg, Shire of Balonne $130/ocation = $150/unit
Four students:
For example, based on a Trainer/Assessor travelling to the
$10.00 per unit $20.00 per unit region for a two 4-day block delivery, i.e. 8 days, and there
200-600 km . . are four non-concessional students enrolled at the location.
*$130 per location | *$130 per location | The cost will be $20/unit plus ($130/4 students) = $52.5 per
per unit per unit unit
Estimate of additional costs:
e Accommodation Costs — up to $150 per night for
eight nights. $750 x 8 = $1200
e Meal Costs -$105 x 8 days = $840
e Motor vehicle return trip 400 km (least kms) x 0.85¢
per km = $340 per trip x 2 trips = $680
e TOTAL COSTS = $2720 @ 16 units = $170 per unit
Mackay, Isaac and City of Mackay, Mackay, Shire of Mirani, $10.00 per unit $20.00 per unit LT Training reserves the right to negotiate contribution fees
Whitsunday Shire of Sarina, Shire of Bowen, Shire of based on location-specific circumstances. The standard rates
Whitsunday Over 600 km *$200 per location | *$200 per location | are provided in the table below.
Central QLD Central Highlands, Isaac per unit per unit One student:
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North QLD Burdekin, Hinchinbrook, Palm Island, For example, for one student, the cost will be $20/unit plus
Townsville $200/Iocation = $220/unit
Far North QLD Aurukun, Burke, Cairns, Carpentaria, Four students:

Cassowary Coast, Cook, Croydon,
Doomadgee, Douglas, Etheridge, Hope
Vale, Kowanyama, Lockhart River,
Mapoon, Mareeba, Mornington,
Mapranum, Northern Peninsula Area,
Pormpuraaw, Tablelands, Torres Strait
Islands, Weipa, Wujal, Yarrabah

For example, based on a Trainer/Assessor travelling to the
region for a two 4-day block delivery, i.e. 8 days, and there
are four non-concessional students enrolled at the location.
The cost will be $20/unit plus ($200/4 students) = $70 per unit
Estimate of additional costs:
e Accommodation Costs — up to $150 per night
e Air Travel — over 600 km from LT Training’s Head Office -
best value fare at the lowest cost fare available at the
time of booking.
e Meal Costs:
e Breakfast — up to $25
e Lunch —up to $30
e Dinner —up to $50
Example below based on a Trainer/Assessor travelling to the
region for two 4 day block delivery i.e. 8 days

Air Travel return ticket = $1500 x 2 visits = $3000
Accommodation - $150 x 8 days = $1200

Meal Costs -$105 x 8 days = $840

TOTAL COSTS = $5040 @ 16 units = $315 per unit
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APPENDIX B

Co-contribution rate location information sheet (Career Start Apprenticeship and Traineeship Pathway)
AHC31024 Certificate lll in Parks and Gardens

Location

Local Government Areas

Distance
from
Sunshine
Coast
Office

Co-contribution
rate for
concessional
enrolments

Co-contribution
rate for non-
concessional
enrolments

Associated costs which have been included in the co-
contribution fees, including breakdown information
The number of students per location after 200 km will reduce
costs per unit.

South EAST QLD

City of Brisbane, City of Gold Coast,
Somerset Region, Sunshine Coast
Region, City of Moreton Bay, Redland
Bay, Logan City, Ipswich, Shire of
Noosa, Shire of Gympie

Up to 200
km

$0.64 per nominal
hour per unit

$1.60 per nominal
hour per unit

Calculation: The total fee for a unit of competency is
calculated by multiplying the nominal hours for that unit by the
applicable fee rate (either $1.60 or $0.64).

The unit nominal hours for a specific unit in this example are
60 hours.

One student:

The nominal hour cost will be 60 hours x $1.60 =
$96/unit/student. There is no location fee.

Estimate of additional travel costs:

Motor vehicle travel - 0.85 cents per km one vehicle (up to
200 km from LT Training’s Head Office) based on
Trainer/Assessor travelling to the region over 8 day visits

South EAST QLD
and
further

Scenic Rim Region, Toowoomba Region,
including Toowoomba, Condamine,
Nanango, Goondiwindi, Southern Downs
and Western Downs, Lockyer Valley
Region, North Burnett, South Burnett,
Bundaberg, Shire of Balonne

200-600 km

$0.64 per nominal
hour per unit

*$60 per location
per unit

$1.60 per nominal
hour per unit

*$60 per location
per unit

*LT Training reserves the right to negotiate contribution fees
based on location-specific circumstances. The standard rates
are provided in the table below.

The unit nominal hours for a specific unit in this example are
60 hours.

The nominal hour cost will be 60 hours x $1.60 =
$96/unit/student

One student:

For example, for one student at the location, the cost will be
$96 + $60 = $156 per unit

Four students:

For example, there are four non-concessional students
enrolled at the location doing apprenticeships.

Four students enrolled will be $60/4 = $15

The total cost will be $96 + $15 = $111 per unit/student
Example below based on a Trainer/Assessor travelling to the
region for a two 4-day block delivery, i.e. 8 days

Estimate of additional costs:

e Accommodation Costs — up to $150 per night for
eight nights. $750 x 8 = $1200
e Meal Costs -$105 x 8 days = $840
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e Motor vehicle return trip 400 km (least kms) x 0.85¢
per km = $340 per trip x 2 trips = $680

e TOTAL COSTS = $2720 @ 16 units = $170 per loca-
tion/unit

Mackay, Isaac and

City of Mackay, Mackay, Shire of Mirani,

Whitsunday Shire of Sarina, Shire of Bowen, Shire of
Whitsunday

Central QLD Central Highlands, Isaac

North QLD Burdekin, Hinchinbrook, Palm Island,

Townsville

Far North QLD

Aurukun, Burke, Cairns, Carpentaria,
Cassowary Coast, Cook, Croydon,
Doomadgee, Douglas, Etheridge, Hope
Vale, Kowanyama, Lockhart River,
Mapoon, Mareeba, Mornington,
Mapranum, Northern Peninsula Area,
Pormpuraaw, Tablelands, Torres Strait
Islands, Weipa, Wujal, Yarrabah

Over 600 km

$0.64 per nominal
hour per unit

*$130 per location
per unit

$1.60 per nominal
hour per unit

*$130 per location
per unit

*LT Training reserves the right to negotiate contribution fees
based on location-specific circumstances. The standard rates
are provided in the table below.
The unit nominal hours for a specific unit in this example are
60 hours.
One student:
For example, for one student at the location the cost will be
$96 + $130 = $226 per unit
Four students:
For example, there are four non-concessional students
enrolled at the location doing apprenticeships.
The nominal hour cost will be 60 hours x $1.60 = $96/unit
Four students enrolled will be $130/4 = $32.50/unit
The total cost will be $96 + $32.50 = $128.50 per unit
Estimate of additional costs:
e Accommodation Costs — up to $150 per night
e Meal Costs:

e Breakfast — up to $25

e Lunch —up to $30

e Dinner — up to $50
Example below based on a Trainer/Assessor travelling to the
region for two 4 day block delivery i.e. 8 days

Air Travel return ticket = $1500 x 2 visits = $3000
Accommodation - $150 x 8 days = $1200

Meal Costs -$105 x 8 days = $840

TOTAL COSTS = $5040 @ 16 units = $315 per loca-
tion
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INCIDENT REPORT FORM
STUAENT NGMIE .ttt sa et eb e e st e e s be e sn e e nne e e e
STUAENT NUMIDE ... ettt s b e b e sn e nneeenaee
COUISE ..ttt Class ...ueiiiieeiiee e
Date of Incident ..o Time of Incident ..........ccccoviiiiinin
Details of Incident
Student's Signature ... Date .ooveeiieeeee e
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APPENDIX D

Change of Address Notification Form

Family NAME.... ..ottt e bt e e e sb e e e sbb e e e s anreeeeaa

RIS 0 V= T L= T
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APPENDIX E

Consent Form

Permission to use photo/information

| grant to LT Training, its representatives and employees, the right to use information/photographs of me in
its advertising.

| agree that LT Training may use such information/photographs with or without my name and for any lawful
purpose, including for example such purposes as publicity, illustration, advertising, and Web content.

| have read and understand the above:

SIGNALUE e
Printed Name ........oooiiiii
Organisation Name (if applicable) ..........ccccooveiiiiiiniiiinnns
AAIESS .. e
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