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1. Welcome to Training & Personnel Australia

Welcome to Training & Personnel Australia. We are committed to delivering high-quality maritime and general
training throughout North Queensland, Cape York, and the Torres Strait. Our training focuses on practical,
industry-relevant skills supported by experienced trainers.

We are a Skills Assure Supplier (SAS) approved to deliver funded training under the Career Start and Career
Boost Programs. This handbook provides essential information to help you understand your rights,
responsibilities, and how we support your learning journey.

2. Your Rights and Responsibilities

Your Rights:
e To receive quality training and assessment.
To be treated fairly, respectfully, and without discrimination.
To learn in a safe training environment.
To have your personal information protected.
To access support services.
To lodge complaints or appeals without disadvantage.

Your Responsibilities:
e Attend training and participate actively.
Treat others respectfully.
Follow trainer instructions and safety requirements.
Use equipment and facilities appropriately.
Submit your own work honestly.
Communicate any concerns early.

Code of Conduct:
All students must behave respectfully, comply with instructions, avoid harassment or bullying, and not engage
in disruptive, unsafe, or dishonest behaviour.

Dress & PPE:
Students must wear appropriate clothing and PPE as required for maritime and workshop environments.

Drugs & Alcohol:
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Students must not attend training under the influence of drugs or alcohol. Safety breaches may result in
removal from training.

Competency-Based Training:
Your course is competency-based, meaning you must demonstrate the required skills and knowledge to
industry standard.

Assessment Methods:
e Practical demonstration
e Oral questioning
e  Written tasks
e Observation
e Online assessment (Moodle)
e Scenario activities

Reasonable Adjustment - We will support learners with individual needs without compromising assessment
standards.

Re-Assessment - If you are marked Not Yet Competent, you may be given opportunities for re-assessment.

Online Learning (Moodle) - Online students must have stable internet, basic computer skills, and comply
with digital conduct expectations.

Issuing Certificates - Qualifications or Statements of Attainment are issued within 30 days once all
requirements are met and your USI is verified.

Pre-Enrolment - Before enrolling, you will receive fact sheets, policies, LLND assessment, and funding
information.

Enrolment Process - You must complete a pre-enrolment form, provide eligibility evidence, and supply a USI.

Funding Eligibility - Training & Personnel Australia delivers funded training under the Career Start and
Career Boost Programs. Funding eligibility is confirmed before enrolment.

Fees & Charges - You will receive clear information about all fees before enrolment. Refunds follow the
Refund Policy.

Credit Transfer - You may receive credit for units completed with another RTO if you provide certified
documentation.

Recognition of Prior Learning (RPL) - If you have relevant skills or experience, you may apply for RPL.
Attendance - You must attend all scheduled sessions for practical and theoretical components.

Student Records - You may request access to your personal records by emailing admin@tpaustralia.com.au.
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WHS Responsibilities:
Training & Personnel Australia is committed to providing a safe learning environment. Students must follow
instructions and report hazards.

Maritime Safety Expectations:
e Be aware of vessel movement and surroundings.
e Use correct PPE at all times.
e Follow fire and emergency procedures.
e Maintain hydration and sun safety.
e Take care around confined spaces and marine equipment.

Emergency Procedures:
Your trainer will outline emergency procedures at the start of training.

Wellbeing:
Support is available for students experiencing difficulty. Speak with your trainer or admin team for
assistance.

We are committed to supporting all students, including those with disability, language or literacy needs, or
personal circumstances affecting study.

Support Available:

e LLND support
One-on-one trainer assistance
Reasonable adjustment
Remote student support
Referral to external services

Access & Equity:
We promote fair treatment and equal opportunity for all learners.

Indigenous & Torres Strait Islander Students:
We recognise and support the unique cultural needs of Aboriginal and Torres Strait Islander learners.

Refund Policy Summary:
Refunds depend on timing of withdrawal and conditions. No refund applies once training has commenced.

Complaints & Appeals Summary:
Students may lodge complaints or appeals without fear of disadvantage. We acknowledge concerns within 2
business days and aim to resolve them within 14 days.

Privacy Summary:
Your personal information is collected for training, assessment, funding, and compliance purposes and may
be disclosed to NCVER, DESBT, ASQA, AMSA, the USI Registry, and approved third-party systems.

Access & Equity:
We provide inclusive learning environments and will make reasonable adjustments to support all learners.
Full policies are available on request or on the Training & Personnel Australia website.
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8. Important Contacts

Training & Personnel Australia
1300 TOP JOB (1300 867 562)
Email: admin@tpaustralia.com.au
Website: www.tpaustralia.com.au

External Contacts:
e Training Ombudsman Queensland — For disputes about subsidised training
e ASQA — For concerns about training quality
e AMSA — For maritime licensing and regulatory matters
e NCVER — For VET data privacy queries

9. Acknowledgement & Declaration

Students will be required to acknowledge that:
e They have received and understood this Student Handbook.
e They agree to comply with Training & Personnel Australia policies.
¢ They understand their rights and responsibilities.

The declaration is signed as part of the enrolment agreement.
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