Student Handbook

RTO ID: 22214
405 Nepean Hwy
Frankston VIC 3199

Welcome to
Nepean Industry
Edge Training
I would like to thank you for choosing NIET! Whether you are up skilling;
looking for a career change; or returning to learning, you will feel welcomed
and supported by our team. We will provide you with qualified trainers
who have hands on experience and who really want to share their skills and
knowledge with you, along with resources that are current and relevant to your
vocation. Our goal is to support you to achieve your goals!
The vision for the business is to Engage, Inspire and Motivate each and every
student by creating a unique training experience.
Those who have trained with us have enjoyed the advantage of our distinctive
approach:
ENGAGE: Our fantastic trainers bring training to life – whether it is industry
specific, accredited or customised, we know you will become engaged and hit
the ground running.
INSPIRE: We know that when courses are delivered clearly and concisely by
industry experts, all students have the opportunity to achieve their potential.
You will find our trainers refreshing as you become inspired by the world of
opportunities opening up to you.
MOTIVATE: Be prepared for hands on instruction and a warm, welcoming
environment. You will find yourself looking forward to training with the fresh,
motivational approach our team is renowned for.
So congratulations on taking the first step to further your own personal
development, please remember we are here to help and work with you to
help you succeed!
Carol Campbell
Director
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Student Information
Our Guarantee to You
We are committed to providing a pleasant, friendly environment for the duration of your selected course
of study. We guarantee you our full support for the whole duration of your course of study through to
your completion.

Access and Equity
NIET recognise the principles of access and equity and the rights of all people to be treated in a fair and
equitable manner. NIET ensures all students and employees are treated equitably and are not subject to
discrimination or harassment. NIET strives to provide full and equal participation for all students and staff
and to foster learning and working environment which values diversity, encourages acceptance, is free
of discrimination and free of harassment. Where appropriate, reasonable adjustments may be applied to
the assessment processes to take into account the individual student’s needs.
NIET acknowledges its legal obligations under State and Federal equal opportunity law, including:
•

The Human Rights Commission Act 1986 (Cth)

•

The Age Discrimination Act 2004 (Cth)

•

The Disability Discrimination Act 1992 (Cth)

•

The Racial and Religious Tolerance Act 2001 (Cth)

•

The Sex Discrimination Act 1984 (Cth)

•

The Commonwealth Privacy Act 1988 (Cth)

All legislation can be accessed at: www.comlaw.gov.au
NIET complies with all relevant Work Health and Safety legislation. Trainers will actively take steps to
identify hazards that could cause harm to students in the learning environment. Where possible, the
trainers will take action to remove or control these hazards, and will report the hazard to the appropriate
on site personnel.
If you believe you have been treated unfairly by a NIET Representative, please contact the Learning and
Development Manager, on (03) 9770 1633

Student Attendance and Behaviour
Students are required to follow all NIET rules and instructions from NIET staff, act in a non-discriminatory
manner at all times, and respect the rights of other students, staff and visitors.
Attendance at scheduled classes is vital to ensure students gain the maximum benefits from their training
and fulfill the attendance requirements of their course. Students are responsible for notifying their Trainer
(or the Student Administration) if they are unable to attend a training session for any reason. Students
must not miss more than 2 classes during their course. Students who miss more than 2 may have to
re-enrol (fee associated) and commence again in another course. Medical Certificate must be supplied
for all illness days.
Students are also required to adhere to NIET’s academic rules and regulations. If a student is found to
have acted in a way that NIET deems to be misconduct they will be given one warning to stop their
behaviour. Continued misconduct will result in their enrolment being cancelled, exit from the course and
no refund of fees.

4

Student Handbook

Student Rights & Responsibilities
All students accessing the services of NIET have a right to:
•

Be treated with respect by both staff and fellow students

•

Privacy and confidentiality

•

Be provided with current and clear guidelines regarding course content, time demands and
assessment details

•

Withdraw from any program or activity at any time (may incur a fee)

•

To expect impartial, constructive and prompt assessment of work

And a responsibility to:
•

Treat others in a respectful manner

•

Provide appropriate and accurate personal details

•

Make issues or concerns known to staff

•

Respect NIET property

•

Comply with NIET’s code of practice

Participants must NOT:
•

Use, bring or be under the influence of drugs or alcohol at NIET.

•

Be violent or threaten violence against staff or other participants, or carry weapons

•

Harass other participants or staff

•

Damage or abuse the property belonging to other participants, NIET or our neighbours

•

Steal from other participants or NIET

•

Use computers for accessing inappropriate sites. Students found accessing these sites risk being
exited from the program.

Student Safety
It is important that you feel safe when you attend a NIET course. Here are some useful tips:
•

Make yourself familiar with the emergency evacuation plans located in each training room and exit

•

Do not undertake activities that may injure yourself or others

•

Report any areas of potential hazards or concerns about safety

•

Do not smoke in or within 5 meters of the building

•

Seek assistance if you volunteer to lift or move heavy items.

•

Ensure you leave with other students or trainers if you are attending a night course

•

Ensure you park in a well-lit area

•

Be mindful of your surroundings when entering or leaving the building

•

Speak to your Trainer or NIET representative if you have any concerns about your safety while you
are enrolled with NIET

Note: All training and assessment services that are conducted by the RTO will be scheduled within the
following hours of operation: Monday – Friday (8:30am to 10:00pm), Saturday (8:30am to 5:30pm).
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Emergency Procedures
Emergency procedures including evacuation procedures will be explained by your Trainer. Signs are
located in each room displaying emergency procedures, fire extinguishers and exits. Please take a
moment to read these prior to class commencement. In an actual emergency procedure, you will hear an
alarm bell and recorded verbal warnings. Please listen to your trainer and or the Building Fire Warden for
exiting the building instructions for your safety. Students and Trainer are required to stay together in and
emergency and return to the building when instructed.

First Aid
If you require medical attention or first aid please advise your trainer or go directly to Administration
for First aid assistance. NIET will apply WHS First Aid procedure: if the student is conscious and gives
consent or/ if unconscious NIET will act on the students behalf and seek emergency medical attention by
calling 000 for an ambulance (at students expense).

Child Safety and Protection
NIET has visiting and enrolled children and as such, NIET recognises its responsibility and is committed
to child safety, protecting children from harm and being a child safe organisation, complying with the
Child Safe Standards.
NIET is committed to:
•

Promoting and protecting the best interests of children.

•

Safeguarding children who are undertaking training including face to face contact, e-learning
programmes, off-site activities, and/or, who are engaged in on-line communities and forums.

•

The safety, participation and empowerment of all children, staff and volunteers, other students,
parents and families.

•

Preventing child abuse and identifying risks early, and removing and reducing these risks, including
risks presented by physical and online environments.

•

Regularly training and educating our staff and volunteers on child abuse risks via our staff meetings
and professional development workshops.

•

The cultural safety of Aboriginal children, and children from culturally and/or linguistically diverse
backgrounds, and to providing a safe environment for children with a disability.

•

All children, regardless of their gender, race, religious beliefs, age, disability, sexual orientation, or
family or social background have equal rights to protection from abuse, harm, or neglect.

•

Regularly training, educating and supporting our staff and volunteers on the appropriate standards of
care required, risk management, awareness and duty of disclosure to child abuse, and the businesses
Code of Conduct.

All reports on alleged abuse of harm, or risk thereof, are duly recorded. Any signs of abuse or harm to
yourself, others and believes a child is in need of protection, you must report this immediately to NIET’s
Child Safety Representative/Office or to management for action.
All details for our Child Protection and Reporting Policies and Procedures can be found on our website,
or you may request this from one of our staff members.
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Housekeeping
Please advise us if you are going to be unable to attend a session or if you are going to be late.
Other important information:
•

Rubbish is to be placed in rubbish bins

•

Mobiles should be switched off during class time

•

Coffee, tea and biscuits are provided at no extra cost

•

Resources and manuals are provided unless otherwise stated at enrolment

•

Used cutlery and cups must be put into the dishwasher after use

•

No shoes with mud or dirt are to be worn in NIET premises. Please ensure footwear is clean

•

No food or drinks in training rooms or computer lab. NIET provides two restful student lounges for
students to take a break or go outdoors

Complaints and Appeals
Students have access to NIET’s complaints and appeals process. The complaints and appeals policy and
procedure ensures that fair and equitable processes are implemented for any complaints or appeals
against NIET.
Students are able to submit a formal complaint to NIET relating to any concern they may have (should
they feel a person has acted inappropriately or treated someone unfairly, or you believe there has been
a breach of privacy etc.). This can be submitted to Student Administration, Student Support or directly to
the Learning and Development Manager. All complaints are handled with confidence and are reviewed
by the Learning and Development Manager.
A student may also appeal a decision made by NIET in regards to an assessment outcome. Where a
student feels they have been unfairly judged and assessed on a specified task, project or assessment they
may have the assessment reviewed by submitting an appeal form. Students must provide supporting
evidence or explanations as to why they feel the assessment is unfair and why they should be given
further opportunity to be assessed.
The Complaints and Appeals Policy and Procedure (Appendix 2, page 24) and the Complaints and
Appeals Form (Appendix 3, page 26) are at the back of this Student Information Handbook.
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Privacy
NIET takes the privacy of participants seriously and complies with all legislative requirements. These
include the Privacy Act 1988, 2014 amendments, the Australian Privacy Principles (APPs). This ensure that
all students and clients rights are protected by law. Information is only shared with external agencies such
as the National VET Regulator to meet our compliance requirements as an RTO. All information is kept
in the strictest confidence. In some cases we are required by law or required by the Standards for NVR
Registered Training Organisations to make learner information available to others such as the National
Centre for Vocational Education and Research or the Australian Skills Quality Authority (ASQA).
The Privacy Policy is located in this handbook on page 17 or located on our website at niet.com.au/reports

Student Photos
Photos, video and social media: Students are approached by NIET for consent to obtain photos and
or video in writing on commencement of their class, with a clear understanding of when the digital
media will be used and the timeframe application. Photos may be taken to document work completed
and added to the student file, and or shared on Social media such as NIET Facebook page. Students
provided consent by completing the class Photo Consent Form.
Students should be aware that the photographs taken may be considered personal information under the
Information Privacy Act 2000 amended 12th March 2014. No photo’s will be released without individual’s
consent and will be required to complete NIET’s Photo/Video consent form.

Work Health and Safety
Where practical, students must take responsibility for their own health and safety and that of their fellow
students, or employees. This means students must follow all safety rules, procedures and the instructions
of their trainer while attending a training session.

Student Records
Access by students to their personal records is available upon request to the Student Administration.
Students may contact Student Administration to review their records between 8.30am-5pm MondayFriday (please allow up to 5 days retrieving archived files). Access will only be granted once a student can
confirm their identification.
All physical documents including enrolment forms, funding eligibility, financial statements, ID, credit
application, training plans, student work and final competencies are kept at NIET for a period of two
years. After this period these are destroyed. Some evidence is kept electronically after two years, where
your personal records will be kept on NIET’s Vettrak system for 30 years. For further information, please
refer to NIET’s Record Management Policy.
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Student Support Services
Being a student is exciting, but it can also be challenging. NIET’s aim is to ensure a positive learning
experience is achieved. A Student Support Co-ordinator (SSC) will be available to all students on an
appointment basis during normal hours of business. The SSC offers assistance with career advice or
counselling; LLN support, practical placement (if applicable and personal and academic counselling).
Links to external sources of support will be provided where necessary.

NIET Support Services
•

Further training and support

•

Work placement assistance

•

Access to computer and study room

•

LLN support

•

Career advice/counseling

•

Academic or personal counseling

•

Close proximity to public transport

•

Breastfeeding room

External Support Services
Commonwealth Rehabilitation Services (Accident victim support) 9293 7400
Peninsula Adult Education & Literacy (Literacy training/support) 5986 8177
Mornington Peninsula Shire (Community support) 5950 1000
Chisholm (TAFE) Frankston/Rosebud (Further training) 9238 8222
Community One-Mt Martha (Community courses/support) 5974 2092
Frankston Community Support (Community support) 9783 7284
Rosebud Community Centre (Community courses) 5986 5882
Rosebud Comm Supp & Information Centre (Community support) 5986 1285
PenDAP, Rosebud (Drug and alcohol support) 1300 665 781
Migrant Resource Centre, Oakleigh (Migrant support) 9563 4130
Peninsula Bus Lines (Public transport) 9786 7088
Lifeline (Support/counseling) 13 11 14
Beyond Blue (Support/counseling) 1300 224 636
Alcoholics Anonymous 1300 222 222
Centrelink (Employment services) 13 28 50
Gay & Lesbian Counseling Services 9479 8700
Gambler’s Help Line 1800 858 858
LLENS (Literacy support) 5975 2445
Victoria Legal Aid (Legal assistance) 9784 5222
Child Abuse Prevention Service (Community support) 1800 688 009
Domestic Violence Hotline (Community support) 1800 737 732
Mediation (Life skills counseling and education services) 9783 7611
AMES Frankston 13 26 37
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Academic Misconduct
Students at NIET are expected to maintain the highest standards of academic conduct. We know that
most students conduct themselves with integrity and are disturbed when they observe others cheating.
The following information should help you avoid unintentional academic misconduct. If you would like to
read the Academic Misconduct Policy and Procedure please ask reception staff.

Plagiarism
It is the act of presenting another person’s work as your own, and failing to acknowledge that the thought,
ideas or writings are of another person. Specifically it occurs when:
•

other people’s work and/or ideas are paraphrased and presented without a reference;

•

other students’ work is copied or partly copied;

•

phrases and passages are used verbatim without quotation marks and/or without a reference to the
author or a web page;

Cheating
To act dishonestly or unfairly in connection to an assessment conducted by the RTO.
To avoid plagiarism and/ or cheating and its penalties, students are advised to note the following:
•

You may quote from someone else’s work (for example from textbooks, journals or other published
materials) but you must always indicate the author and source of the material.

•

You should name sources for any graphs, tables or specific data, which you include in your assignment.

•

You must not copy someone else’s work and present it as your own

Trainers and Assessors will check student’s work for any plagiarized content or cheating that has occurred.
Please uphold the integrity of the RTO and avoid cheating or plagiarizing.
If plagiarism and/ or cheating were deemed to have had occurred by the Learning and Development
Manager then the following may occur:
•

the student may be suspended from undertaking the course for period of time appropriate to the offence

•

the student may be permanently removed from undertaking the course and their enrolment cancelled

•

the student may be counseled on plagiarism / cheating

Change of Details
Students are advised to ensure their personal details are keep up to date, so that we can maintain contact
with you and have the correct address for issuing your qualification. You may advise NIET administration
by telephone or via email info@niet.com.au.
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Competency-Based Training and Assessment Process
Competency-based training (CBT) is an approach to vocational education and training that places
emphasis on what a person can do in the workplace as a result of completing a training program. The aim
of CBT is to ensure that vocational education and training programs better meet the needs of Australia’s
industries and enterprises.
Outcomes from CBT reflect workplace duties, working environments and performance requirements. This
should include performing higher level duties such as planning, problem solving and managing tasks
through to completion. CBT programs are often comprised of Units of Competency that contain specific
learning outcomes, which are based on standards set by the particular industry. Delivery of training may
occur in a variety of forms (classroom, work based) to ensure an overall understanding of all skills and
knowledge is available.
Assessment is the process of collecting evidence and making judgments on whether competency has been
achieved. The purpose of assessment is to confirm that an individual can perform the standard expected in
the workplace, as expressed in the relevant endorsed industry or enterprise competency standards.
In general most assessments will involve:
•

Written responses to tasks , case studies and/or projects

•

Oral questioning, involving trainer / assessor asking specific questions generally at the workplace

•

Observation of performance by the trainer and/or third party – supervisor / manager

Your results:
•

Your trainer will provide feedback either on the spot (verbal assessment ) or within 5 days (if written
assessment)

•

You have the right to appeal your result (see NIET appeal policy)

•

You can request another assessment or re-sit – see your Trainer for further information

•

On successful completion you will receive a ‘C’ – Competent or ‘NYC’ – Not Yet Competent

•

Your trainer will advise you of your results and mark your work accordingly

•

On your successful completion of each unit’s assessment requirements, your trainer will request your
signature for results issued for each unit final record outcome

Completion Requirements
To complete a qualification you are required to attend all classes; complete all assessments books with a
Satisfactory result; if related to course selected: complete the required Practical placement hours (unless
further hours are specified) and other assessment requirements on Practical Placement with a Satisfactory
result. On the successful completion of these requirements you will be deemed Competent for each unit
of competency and issued the Qualification.
Students are given one (1) month from the end of a course to submit all outstanding work for assessment.
Those on practical placement are given three (3) months from the end of the course to complete
placement. All work being posted should be sent via registered post. If students choose regular post
NIET accept no responsibility for work lost in transit and you will need to redo lost work and resubmit for
assessment. Assessments delivered at NIET reception must be registered by ‘signing in’ work submitted
to be issued to your Trainer.
Extension grants are given under extenuating circumstances on a case-by-case basis. Extensions may
attract a re-enrolment fee of up to $1500 pending eligibility for funding and circumstances.
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Foundation Skills
What is the ACSF? How can the ACSF be used?
The Australian Core Skills Framework (ACSF) provides a rich, detailed picture of real life performance in
the five core skills of:
•

Learning

•

Reading

•

Writing

•

Oral Communication

•

Numeracy

These skills are essential for individuals to participate effectively in our society. They are inextricably interwoven
into all parts of our lives, being directly or indirectly linked to the physical, social and economic wellbeing
of individuals, workplace productivity and safety, community interaction and capacity, and ultimately to
Australia’s economic and community wellbeing. The ACSF reflects contemporary use of English in Australia.
All students undertake a Pre-Training Review with the enrolment application. Part of this process will be
undertaking a ACSF / LLN assessment to ensure that students are enrolled in a suitable level course and
supported in their chosen career pathway.

Training Evaluation
NIET fully appreciates and acts accordingly to any feedback that you give us. Students are encouraged to
bring any issues of concern they may have to the attention of appropriate staff as soon as possible. This
ensures the ability for the RTO to address any immediate areas of concern.
Feedback shall be gained from the student at various points throughout the program at an informal level.
The RTO shall also conduct formal feedback at two (2) occasions throughout the student course.

Midpoint Feedback
Students who enrol into a qualification course will be asked to complete a ‘Midpoint Feedback Survey’
at the midpoint of the course. This allows NIET to ensure that students are satisfied with the services that
we are providing.

Completion Feedback
All students are asked to complete a AQTF Learner Survey and NIET End of course feedback upon
completion of their course of study. This evaluation requests feedback across a range of aspects including:
•

Course content

•

Course delivery

•

Course assessment

•

Training Staff

•

Facilities

•

Resources

Please be assured that feedback forms remain confidential and are only used for the purpose of improving
the quality of our service to students. It is important to note that students receiving government funding
also have the possibility of receiving a feedback survey form the National Centre for Vocational Education
and Research (NCVER).

Success stories after training with NIET
NIET values our students training qualification outcomes and reaching their goals and aspirations.
Tell us your success story of your employment after course completion. Please share you success story via
telephone or email info@niet.com.au.
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Course Information
Prior to enrolment, we will provide students with course information, including content, fees and
vocational outcomes. Please refer to individual course outlines for course details, entry requirements,
tuition, fees statement , the enrolment process including ‘Pre-Training Review’ and related information.
Note: NIET require a deposit to be paid at the time of enrolment application otherwise the enrolment is
not confirmed and training cannot commence.

Pre-Training Review
All prospective students undertake a Pre-Training Review. NIET will arrange an appointment with you at
a suitable time, prior to enrolment and course commencement. This is to ensure you are well informed of
the training product that you have selected and to complete a LLN assessment for course suitability. NIET
wants to ensure that all students have a positive training experience and receive any additional support
if required. The following will also be discussed:
•

Your career goals, interests and aspirations

•

RPL and CT

•

Skills First Funding eligibility, fees and charges

•

Suitability for the industry selected for training and any industry legal requirements such as a Police
Check or Working with Children’s Check

•

Self study requirements, access to computers and internet

•

NIET Student Support

•

LLN and ASCF assessment for course entry (see below)

•

Enrolment application process

Literacy, Language, Numeracy (LLN) and Foundation Skills (ASCF) Requirements
Students must have an adequate level of Language, Literacy and Numeracy skills (LLN). Entry into the
course requires English proficiency to Year 10 level or equivalent. Students are able to test their LLN skills
by completing an appropriate level LLN test at the Pre-Training Review. For additional information and
support contact the Reading Writing Hotline at readingwritinghotline.edu.au
The Australian Core Skills Framework (ACSF) describes the core skills of learning, reading, writing, oral
communication and numeracy across five levels of performance. The framework is primarily used by
language, literacy and numeracy (LLN) practitioners for reporting on core skill levels of a learner. However,
the ACSF can also be used in other contexts, such as in the workplace and in training specifications to
accurately and consistently describe core skill requirements.

13

Student Handbook

Fees
Tuition and Fees
For up to date information relating to our course fees, tuition fees (if applicable), resources or other fees please
refer to our NIET Course outlines available from NIET reception or our website niet.com.au. Please note that
NIET may update fees and charges from time to time and it is recommended potential students contact NIET
to ensure the most up to date information is obtained.
In some cases discounts may apply for healthcare / concession card holders. A payment plan may be an
option. Please note there is an additional fee of $50.00 to set-up a payment plan and a $9.90 fee for each
defaulted payment will apply. If payments are not made as per the schedule requested it may result in you
being exited from the course.
Student fees can be paid by Cash, Direct Deposit, Cheque (made payable to NIET Training), Credit Card
(Visa or Mastercard) or Ezi-Debit.
NIET reserves the right to charge a late payment fee to the student/employers for overdue accounts
or for breaches of an approved installment agreement The following fees are applied: NIET reserves
the right to suspend a student’s place and training until such time that all fees have been paid or an
agreement has be made with NIET to secure payment.
Timing

Action taken

Admin fee incurred

Fees are not paid within 7 days of due
date

The finance officer will send a
1st reminder

No fee

Fees not paid within 14 days of due date

The finance officer will send a
2nd reminder

$25

Fees not paid within 21 days of due date

The finance officer will send a
3rd reminder

$50

Fees not paid within 28 days of due date

Final request letter from Director

$100

Fees not paid within 35 days of due date

Legal action will be taken

Debt recovery

Other Fees
As mentioned earlier in the handbook, students are given one (1) month from the end of a course to
submit all outstanding work for assessment. Those on practical placement are given three (3) months
from the end of the course to complete placement.
•

Extension grants are given under extenuating circumstances on a case-by-case basis. Extensions
may attract a re-enrolment fee of up to $1500 pending eligibility for funding and circumstances.

•

Students who miss classes and need to transfer from one class to another may incur a re-enrolment
fee, which will be a ‘Student variation to enrolment’. A re-enrolment fee maybe be apply as
determined by NIET Training and Development Manager.

Re-Issuing of Certificates & Resources
NIET require all students to advise our office by phone if they do not receive their Certificate/ Statement
of Attainment within 2 months of completion of their course. NIET will replace Certificates and resources
however the following charges will apply:
•

$15 per Certificate/ Statement of Attainment.

•

$ 5 for a replacement assessment book ; book prices will vary per book and incur a postage charge.
(prices subject to change).

•

$15 Replacement memory sticks.

•

$30 Replacement practical placement workbook.
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Refund Policy
All applications for refunds must be made in writing by way of the ‘Refund Application Form’ and submitted
to the Director. Approved applications will be processed within 14 days from the date of application.
All refunds and transfer requests must be made in writing and received at least seven (7) working days
prior to course commencement, and will incur a $50 administration fee. Refund or transfer requests will be
considered if they are received less than seven (7) working days prior to course commencement.
On attending the course a 50% refund is available within the first 14 days if you have valid reasons for
withdrawal or decide the course is not for you – all refund requests must be made in writing. After this
time no refunds will be given for monies paid. Please request a Withdrawal form from reception or email
info@niet.com.au to request. Refunds are given in full should the course be cancelled by NIET.
If a student does not attend a booked short course they may defer to another scheduled class. A refund, less
a $25 admin fee, may apply if 24 hours notice is given. Requests for refunds must be made in writing. No
refund will be given after two cancellations or ‘no shows’ on short courses.

Recognition of Prior Learning (RPL) and Credit Transfer (CT)
Recognition of Prior Learning (RPL)
You may apply for Recognition of Prior Learning for existing competencies which you have gained
through previous studies and/or through life and work experience. Competency is demonstrated through
a portfolio of evidence mapped against the qualification

Recognition of Qualifications Issued by Other RTOs (credit transfer)
NIET recognises Qualifications and Statements of Attainment issued by other RTOs under the Australian
Qualifications Framework (AQF). You may use Qualifications and Statements of Attainment to gain credit
towards programs offered by NIET.
Further explanation and information regarding RPL/CT application process will be discussed at your
Pre-Training Review.

What to Bring to Class
•

Notepaper and pens

The following is optional
•

iPad or Laptop (Computer lab is available)

•

USB

•

Folder to store hand outs and hard copy assignments

•

Water bottle

•

Lunch – it is recommended that you bring lunch as there will be a short lunch break and tea breaks.
Kitchen facilities are available. Alternatively, a number of food outlets are within walking distance.
Morning and afternoon tea will be provided.

Changes to NIET Services
NIET will advise learners in advance of any changes to our services. This includes any sub contracting
arrangements or a change to existing subcontracting arrangements.
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Funding Opportunities and USI Numbers
The training services are provided to eligible individuals with funds made available by the Victorian and
Commonwealth Governments. This Training is delivered with Victorian and Commonwealth Government
funding. NIET meets the requirements of the Equal Opportunity Act 2010, encouraging individuals with
disability to access training subsidised through the Skills First Program.

Skills First Funding Eligibility
You are eligible for Skills First Funding if:
For students over 20 as at 01/01/2017
1.

You are an Australian / New Zealand Citizen or Permanent Resident &

2.

Do not hold a qualification equivalent or higher than the one you are currently enrolling into &

3.

Have not commenced into 2 courses at the same level as this one in your lifetime &

4.

Have not accessed government funding for any qualification level more than 2 times in this year

For students under 20 as at 01/01/2017
1.

You are an Australian / New Zealand Citizen or Permanent Resident &

2.

Have not commenced into 2 courses at the same level as this one in your lifetime &

3.

Have not accessed government funding for any qualification level more than 2 times in this year

Explanations
Skills First Funding offers the opportunity for students to apply for a subsidised place into training and
education. The initiative funded by the Victorian Government makes vocational training more accessible
to people who do not hold a post-school qualification, or who want to gain a higher level qualification.
This means if you are over 20 and hold a Certificate II, you are only eligible to access Skills First funding
from Certificate III level and above. Skills First funding is not applied to all courses. If you are under 20 as
above, you are able to move up and down levels but the other rulings still apply (below)
Students may commence a maximum of two subsidised courses at the same level in their lifetime. This
restriction applies whether or not you complete the courses. For example, this means if you have already
commenced two courses at the Certificate III level you are no longer eligible for government funding at
that level again in your lifetime.
Students may commence a maximum of two subsidised courses in a calendar year. This restriction applies
whether or not you complete the courses. For example, this means if you have already commenced two
courses this year you are no longer eligible for government funding at any level in this year.
Unique Identifying number ( USI)
As a student at NIET, you will also be required to apply for a Unique Student Identifier (USI) number. As
of 01/01/2015, this number is required in order to enrol into any accredited qualification, and for the
purposes of generating a certificate. You only have to apply for this once online, and should receive this
within a matter of seconds.
Your USI number will allow you to log in and track your education history. This is compulsory for all NIET
accredited training programs.
For further information on the fee guidelines set by the Victorian Government please go to
skills.vic.gov.au/victorianskillsgateway.
To check your eligibility for government funding please go to skills.vic.gov.au/victorianskillsgateway or
call NIET to discuss.
To register for a USI numbers, please visit usi.gov.au
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Appendix 1
NIET Privacy Policy
Scope

Staff

NIET takes the privacy of participants seriously and complies with
all legislative requirements. These include the Privacy Act 1988,
2014 amendments, the Australian Privacy Principles (APPs). This
ensure that all students and clients rights are protected by law.

•

NIET will collect personal information from staff in order
to obtain the information required to meet employment,
legal and taxation obligations.

•

Information collected includes general personal details,
and may include details of any disability or health issue
that may affect the staff member’s ability to meet the
requirements of their position.

•

NIET will maintain information and details in relation to
staff performance, appraisals and performance reviews,
and professional development.

Information is only shared with external agencies such as the
National VET Regulator to meet our compliance requirements
as an RTO. All information is kept in the strictest confidence.
In some cases we are required by law or required by the Standards
for NVR Registered Training Organisations to make learner
information available to others such as the National Centre for
Vocational Education and Research or the Australian Skills Quality
Authority (ASQA). In all other cases, we will seek the written
permission of the learner for such disclosure. Where written
permission is required, this will be gained by using the Information
Release Form located in the Privacy Policy Tools section.
NIET is committed to maintaining the privacy and confidentiality
of its RTO personnel and participant records. NIET complies
with the Privacy Act 1988 including the 13 Australian Privacy
Principles (APPs) as outlined in the Privacy Amendment
(Enhancing Privacy Protection) Act 2012.
NIET manages personal information in an open and transparent
way. This is evident in the implementation of practices,
procedures and system we outline in this policy, that ensure
our compliance with the APPs and any binding registered APP
code, and provide suitable procedures for NIET personnel to
be able to deal with related inquiries and complaints that may
be received from time to time.

Students
•

NIET is required to collect personal information from
students in order to process enrolments and obtain the
information required to provide suitable training and
assessment services. Where applicable information may
also be required to comply with AVETMISS standards as
specified by government regulators.

•

Information collected from students includes details such
as full name, gender, date and country of birth, address,
etc.

•

NIET collects all personal information in writing, either
from an enrolment or enquiry form, directly from the
person whom the information is about. (Where applicable
information may be collected from the parent or guardian
of a student under the age of 18.

Definitions

2. Photography and Video Privacy

Personal information

At NIET we recognise that there are sensitivities relating to the
taking of photographs and video. This is particularly relevant
when capturing images of children (including under 18 years
students).

Includes information or an opinion that identifies an individual
or allows their identity to be readily identified from such
information. It includes but is not limited to information collected
such as a person’s name, address, financial information, marital
status or billing details.
Business information
Includes information collected from
suppliers, and employer organisations.

business

partners,

Procedure

As part of this Privacy Policy NIET has a comprehensive
procedure relating to photo and video permissions (Refer
Appendix A) which is applied to all aspects of the NIET
activities. Learners undertaking Nationally Recognised Training
with NIET may include photographs, videos and examples of
Students work for assessment purposes. In such cases where
the child (and student under 18 years of age) can be identified
or it is an example of a child’s work, learners must request
permission from the child’s parent/guardian for the use of such
personal information and proof of consent must be included
in the learner’s file and the consent form identifying time of
retention of photos or videos used for social media.

1. Collection of Personal Information
NIET will only collect personal information that is required
for the purposes of employment or education, or in meeting
government reporting requirements.
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3. Australian Privacy Principles

•

Australian Privacy Principle 1
Open and transparent management of
personal information
Purposes for information collection, retention,
use and disclosure
NIET retains a record of personal information about all
individuals with whom we undertake any form of business
activity. NIET must collect, hold, use and disclose information
from our clients and stakeholders for a range of purposes,
including but not limited to:
•

Providing services to clients;

•

Managing employee,
contractor teams;

•

Promoting products and services;

•

Conducting internal business functions and activities; and
requirements of stakeholders

auspicing

arrangements

and

As a government registered training organisation, regulated
by the Australian Skills Quality Authority, NIET is required to
collect, hold, use and disclose a wide range of personal and
sensitive information on participants in nationally recognised
training programs. This information requirement is outlined in
the National Vocational Education and Training Regulator Act
2011 and associated legislative instruments. In particular, the
legislative instruments:
•

Standards for NVR Registered Training Organisations
2012; and

•

Data Provision Requirements 2012.

It is noted that NIET is also bound by various State Government
Acts requiring similar information collection, use and disclosure
(particularly Education Act(s), Vocational Education & Training
Act(s) and Traineeship & Apprenticeships Act(s) relevant to
state jurisdictions of NIET operations).
It is further noted that, aligned with these legislative
requirements, NIET delivers services through a range of
Commonwealth and State Government funding contract
agreement arrangements, which also include various
information collection and disclosure requirements.
Individuals are advised that due to these legal requirements,
NIET discloses information held on individuals for valid
purposes to a range of entities including:

Contact details;
•

Employment details;

•

Educational background;

•

Demographic Information;

•

Course progress and achievement information; and

•

Financial billing information.

The following types of sensitive information may also be
collected and held:
•

Identity details;

•

Employee details & HR information;

•

Complaint or issue information;

•

Disability status & other individual needs;

•

Indigenous status; and

•

Background checks (such as National Criminal Checks or
Working with Children checks).

Where NIET collects personal information of more vulnerable
segment of the community (such as children under 18 years of
age), additional practices and procedures are also followed.

How personal information is collected
NIET usual approach to collecting personal information is to
collect any required information directly from the individuals
concerned. This may include the use of forms (such as
registration forms or enrolment forms) and the use of web
based systems (such as online enquiry forms).
NIET does receive solicited and unsolicited information from
third party sources in undertaking service delivery activities.
This may include information from such entities as:
•

Governments (Commonwealth, State or Local);

•

Australian Apprenticeships Centres;

•

Employers (and their representatives),
Providers, Schools and Guardians.

Job

Active

How personal information is held
NIET usual approach to holding personal information includes
robust storage and security measures at all times. Information
on collection is:
•

Stored in secure, password protected systems, such
as financial system, learning management system and
student management system;

•

Hard copies are stored in locked filing cabinets and archive
facilities; and
Monitored for appropriate authorised use at all times.

•

Governments (Commonwealth, State or Local);

•

Australian Apprenticeships Centres;

•

•

Employers (and their representatives), Job Network
Providers, Schools and Guardians.

Only authorised personnel are provided with login information
or keys to each system, with system access limited to only
those relevant to their specific role. NIET IT systems are
hosted internally with robust internal security to physical server
locations and server systems access. Virus protection, backup
procedures and ongoing access monitoring procedures are in
place.

Kinds of personal information collected and held
The following types of personal information are generally
collected, depending on the need for service delivery:
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Individual information held across systems is linked through a
NIET allocated identification number for each individual. Once
implemented, the National Unique Student Identifier will also
apply.

Retention and Destruction of Information
NIET maintains a Retention and Disposal Schedule documenting
the periods for which personal information records are kept.
Refer to 319 Records Management Policy.
Specifically for our RTO records, in the event of our organisation
ceasing to operate the required personal information on record
for individuals undertaking nationally recognised training with
us would be transferred to the Australian Skills Quality Authority,
as required by law and Skills First funding agreement.

Accessing and seeking correction of personal
information
NIET confirms all individuals have a right to request access to
their personal information held and to request its correction
at any time. In order to request access to personal records,
individuals are to make contact with NIET Administration
Team Leader, Pauline Noss or Student Support Coordinator,
Joe Vercoe at info@niet.com.au
A number of third parties, other than the individual, may
request access to an individual’s personal information. Such
third parties may include employers, parents or guardians,
schools, Australian Apprenticeships Centres, Governments
(Commonwealth, State or Local) and various other stakeholders.
In all cases where access is requested, NIET will ensure that:
•

Parties requesting access to personal information are
robustly identified and vetted;

•

Where legally possible, the individual to whom the
information relates will be contacted to confirm consent (if
consent not previously provided for the matter); and

•

Only appropriately authorised parties, for valid purposes,
will be provided access to the information.

Review and Update of this APP Privacy Policy
NIET reviews this APP Privacy Policy:
•

On an ongoing basis, as suggestions or issues are raised
and addressed, or as government required changes are
identified;

•

Through our internal audit processes on at least an annual
basis;

•

As a part of any external audit of our operations that may
be conducted by various government agencies as a part of
our registration as an RTO or in normal business activities;
and

•

As a component of each and every complaint investigation
process where the compliant is related to a privacy matter.

Where this policy is updated, changes to the policy are widely
communicated to stakeholders through internal personnel
communications, meetings, training and documentation, and
externally through publishing of the policy on NIET website and
other relevant documentation (such as our Learner Information
Booklet) for clients.

Australian Privacy Principle 2
Anonymity and pseudonymity
NIET provides individuals with the option of not identifying
themselves, or of using a pseudonym, when dealing with us in
relation to a particular matter, whenever practical. This includes
providing options for anonymous dealings in cases of general
course enquiries or other situations in which an individuals’
information is not required to complete a request.
Individuals may deal with us by using a name, term or
descriptor that is different to the individual’s actual name
wherever possible. This includes using generic email addresses
that does not contain an individual’s actual name, or generic
user names when individuals may access a public component
of our website or enquiry forms.

Complaints about a breach of the APPs or a
binding registered APP code

NIET only stores and links pseudonyms to individual personal
information in cases where this is required for service delivery
(such as system login information) or once the individual’s
consent has been received. Eg: Aged Care HACC and
Certificate IV in Aged Care login is an email address with a
password.

If an individual feels that NIET may have breached one of the
APPs or a binding registered APP Privacy Complaints Procedure
below for further information.

Requiring identification

Making our APP Privacy Policy available
NIET provides our APP Privacy Policy available free of charge,
with all information being publicly available. In addition, this
APP Privacy Policy is:
•

Accessible at each of NIET premises and auspiced sites.

•

Included within our RTO Student Information Booklet;

NIET must require and confirm identification however in
service delivery to individuals for nationally recognised course
programs. We are authorised by Australian law to deal only
with individuals who have appropriately identified themselves.
That is, it is a Condition of Registration for all RTOs under the
National Vocational Education and Training Regulator Act 2011
that we identify individuals and their specific individual needs
on commencement of service delivery, and collect and disclose
Australian Vocational Education and Training Management
of Information Statistical Standard (AVETMISS) data on all
individuals enrolled in nationally recognised training programs.
Other legal requirements, as noted earlier in this policy, also
require considerable identification arrangements.
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There are also other occasions within our service delivery where
an individual may not have the option of dealing anonymously
or by pseudonym, as identification is practically required for us
to effectively support an individual’s request or need. Refer to
Appendix B.

Australian Privacy Principle 3
Collection of solicited personal
information
NIET only collects personal information that is reasonably
necessary for our business activities.
We only collect sensitive information in cases where the
individual consents to the sensitive information being
collected, except in cases where we are required to collect this
information by law, such as outlined earlier in this policy.

Australian Privacy Principle 4
Dealing with unsolicited personal
information
NIET may from time to time receive unsolicited personal
information. Where this occurs we promptly review the
information to decide whether or not we could have collected
the information for the purpose of our business activities.
Where this is the case, we may hold, use and disclose the
information appropriately as per the practices outlined in this
policy.
Where we could not have collected this information (by law or
for a valid business purpose) we immediately destroy or deidentify the information (unless it would be unlawful to do so).

Australian Privacy Principle 5
Notification of the collection of personal
information
Whenever NIET collects personal information about an individual,
we take reasonable steps to notify the individual of the details of
the information collection or otherwise ensure the individual is
aware of those matters. This notification occurs at or before the
time of collection, or as soon as practicable afterwards.
Our notifications to individuals on data collection include:
•

NIET identity and contact details, including the position
title, telephone number and email address of a contact
who handles enquiries and requests relating to privacy
matters;

•

The consequences for the individual if all or some personal
information is not collected; and

•

Other organisations or persons to which the
information is usually disclosed, including naming
those parties.

Where possible, we ensure that the individual confirms their
understanding of these details, such as through signed
declarations or in person through questioning.

Australian Privacy Principle 6
Use or disclosure of personal information
NIET only uses or discloses personal information it holds about
an individual for the particular primary purposes for which the
information was collected, or secondary purposes in cases where:
•

An individual consented to a secondary use or disclosure
(such as the learner consent form);

•

An individual would reasonably expect the secondary use
or disclosure, and that is directly related to the primary
purpose of collection; or

•

Using or disclosing the information is required or
authorised by law.

Requirement to make a written note of use or
disclosure for this secondary purpose
If NIET uses or discloses personal information in accordance
with an ‘enforcement related activity’ we will make a written
note of the use or disclosure, including the following details:
•

The date of the use or disclosure;

•

Details of the personal information that was used or disclosed;

•

The enforcement body conducting the enforcement
related activity;

•

If the organisation used the information, how the
information was used by the organisation;

•

The basis for our reasonable belief that we were required
to disclose the information.

Australian Privacy Principle 7
Direct marketing
NIET does not use or disclose the personal information that it
holds about an individual for the purpose of direct marketing,
unless:

•

The facts and circumstances of collection such as the date,
time, place and method of collection, and whether the
information was collected from a third party, including the
name of that party;

•

The personal information has been collected directly from
an individual, and the individual would reasonably expect
their personal information to be used for the purpose of
direct marketing; or

•

If the collection is required or authorised by law, including
the name of the Australian law or other legal agreement
requiring the collection;

•

•

The purpose of collection, including any primary and
secondary purposes;

The personal information has been collected from a third
party, or from the individual directly, but the individual
does not have a reasonable expectation that their
personal information will be used for the purpose of direct
marketing; and
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•

We provide a simple method for the individual to request
not to receive direct marketing communications (also
known as ‘opting out’).

An individual may also request us at any stage not to use
or disclose their personal information for the purpose of
direct marketing, or to facilitate direct marketing by other
organisations. We comply with any request by an individual
promptly and undertake any required actions for free.
We also, on request, notify an individual of our source of their
personal information used or disclosed for the purpose of direct
marketing unless it is unreasonable or impracticable to do so.

Australian Privacy Principle 8
Cross-border disclosure of personal
information
Before NIET discloses personal information, to overseas
enquiries we undertake take reasonable steps to ensure that
the recipient does not breach any privacy matters in relation
to that information.

Australian Privacy Principle 9
Adoption, use or disclosure of
government related identifiers
NIET does not adopt, use or disclose a government related
identifier related to an individual except:
•

In situations required by Australian law or other legal
requirements;

•

Where reasonably necessary to verify the identity of the
individual;

•

Where reasonably necessary to fulfil obligations to an
agency or a State or Territory authority;

•

Where required under the Standards for NVR Registered
Training Organisations 2012; and Data Provision
Requirements 2012or

•

As prescribed by regulations.

Australian Privacy Principle 10
Quality of personal information
NIET takes reasonable steps to ensure that the personal
information it collects is accurate, up-to-date and complete.
We also take reasonable steps to ensure that the personal
information we use or disclose is, having regard to the purpose
of the use or disclosure, accurate, up-to-date, complete and
relevant. This is particularly important where:
•

When we initially collect the personal information; and

•

When we use or disclose personal information.

Quality measures in place supporting these requirements
include:
•

Internal practices, procedures and systems to audit,
monitor, identify and correct poor quality personal
information (including training staff in these practices,
procedures and systems);

•

Protocols that ensure personal information is collected
and recorded in a consistent format, from a primary
information source when possible;

•

Ensuring updated or new personal information is promptly
added to relevant existing records;

•

Reminding individuals to update their personal
information at critical service delivery points (such as
completion) when we engage with the individual;

•

Contacting individuals to verify the quality of personal
information where appropriate when it is about to used or
disclosed, particularly if there has been a lengthy period
since collection;

•

Requesting individuals enrolled in nationally recognised
qualifications complete an updated enrolment form each
year; and

•

Checking that a third party, from whom personal
information is collected, has implemented appropriate
data quality practices, procedures and systems.

Australian Privacy Principle 11
Security of personal information
NIET takes active measures to consider whether we are
able to retain personal information we hold, and also to
ensure the security of personal information we hold. This
includes reasonable steps to protect the information from
misuse, interference and loss, as well as unauthorised access,
modification or disclosure. We destroy or de-identify personal
information held once the information is no longer needed
for any purpose for which the information may be legally used
or disclosed. Refer to the Records, Retention and Reporting
Policy. Access to NIET offices and work areas is limited to our
personnel only - visitors to our premises must be authorised
by relevant personnel and are accompanied at all times. With
regard to any information in a paper based form, we maintain
storage of records in an appropriately secure place to which
only authorised individuals have access.
Regular staff training and information correspondence are
conducted with NIET personnel on privacy issues, and how
the APPs apply to our practices, procedures and systems.
Training is also included in our personnel induction practices.
We conduct ongoing internal audits (quarterly review by
Compliance Officer) of the adequacy and currency of security
and access practices, procedures and systems implemented.
Student information maintained electronically in the Student
Management System will be kept electronically for 30 years.
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Australian Privacy Principle 12
Access to personal information

•

NIET photo video consent form

•

NIET Student handbook

Where NIET holds personal information about an individual,
we provide that individual access to the information on their
request. In processing requests, we:

•

Enrolment forms

•

Ensure through confirmation of identity that the request is
made by the individual concerned, or by another person
who is authorised to make a request on their behalf;

•

Respond to a request for access:

Within 14 calendar days, when notifying our refusal to give
access, including providing reasons for refusal in writing, and
the complaint mechanisms available to the individual; or
Within 30 calendar days, by giving access to the personal
information that is requested in the manner in which it was
requested.
Provide information access free of charge.

Australian Privacy Principle 13
Correction of personal information
NIET takes reasonable steps to correct personal information we
hold, to ensure it is accurate, up-to-date, complete, relevant
and not misleading, having regard to the purpose for which it
is held.

Individual Requests
On an individual’s request, we:
•

Correct personal information held; and

•

Notify any third parties of corrections made to personal
information, if this information was previously provided to
these parties.

Correcting at NIET initiative
We take reasonable steps to correct personal information
we hold in cases where we are satisfied that the personal
information held is inaccurate, out-of-date, incomplete,
irrelevant or misleading (that is, the information is faulty).
This awareness may occur through collection of updated
information, in notification from third parties or through other
means.

Related Documents
•

ASQA Standards for Registered Training Organisations
(RTOs) 2015

•

ASQA Privacy Policy

•

Victorian Training Guarantee 2016 (13.5)

•

Victorian VET Student Statistical Collection Guidelines 2016 Student enrolment privacy notice

•

Privacy Act 2000 Privacy Act amended on 12 March 2014,
privacy principles

Students are to sign they have read and understood this
statement on page 4 of the Enrolment form.

Appendix A
Photos, Video and Social Media
Photo/Video Consent Form
Nepean Industry Edge Training (NIET) is asking for your
consent to the use of photographs/video taken of yourself for
any printed, electronic, reporting or promotional purposes by
NIET. Persons under 18 years must have this form signed by
their parent or guardian/carer.
NIET regularly produces photographs &/or video footage of
people in its publications, promotional and marketing material,
website, Facebook page and other forms of social media in
order to promote the services we offer to the community.
NIET would like to be able to use and reproduce, in print
form and/or electronically, one or more photographs/video
of you for this purpose and is seeking your consent to do so.
Photographs/video of you that are sufficiently clear to identify
you are considered “personal information” and NIET has a
policy addressing issues related to the use, collection, security
and access to personal information that can be viewed in the
Student Handbook. At no time will content be shared that
could be deemed to be ‘personal’.
Your consent:
•

I understand that this form does not guarantee that the
image will be used by NIET, but may be used for any
online or hardcopy materials such as website, publications,
posters, reports and presentations.

•

I understand that on written request to NIET, your
photographs/video will be removed from the NIET photo
library. If displayed on the website, your image will be
removed and not used for future online for hardcopy
materials. This processes my take up to 14 days.

•

The information provided below will not be used for any
other purpose.

•

I agree to NIET using, reproducing and disclosing the
photographs/video of me in the manner explained above,
please complete the consent form on following page.

Please sign on the following page and indicate to give NIET
permission to use your photo/video as above in a time frame
of up to two year, or I do not impose a time restraint on my
image use
You should be aware that the photographs of you may be
considered personal information under the Information Privacy
Act 2000 Privacy Act amended on 12 March 2014
•

Form 028 Photo video consent
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Appendix B
NIET Privacy Statement
The following statement is published in the Student Information
book and Enrolment forms.

Student enrolment privacy notice
Under Victorian and Federal Privacy Legislation, students must
be provided with a privacy notice informing them about the
ways their personal information will be collected and handled
when they enrol for VET. As part of this process, the following
information has been provided regarding Victorian Government
VET requirements as part of your Student Enrolment.
NIET describes below how the RTO collects and handles
student data following enrolment. As necessary, this
should include any relevant privacy notifications relating to
Commonwealth initiatives and/or federal privacy requirements
(e.g. Commonwealth VET Fee Help or the Unique Student
Identifiers scheme). Student hardcopy and electronic records
obtained by NIET from each student, ensures that the
student details provided are correct and that the student has
acknowledged this privacy statement and signed to verify this
on page 5 of this enrolment form.

Victorian Government VET Student Enrolment
Privacy Notice
The Victorian Government, through the Department of
Education and Training (the Department), develops, monitors
and funds vocational education and training (VET) in Victoria.
The Victorian Government is committed to ensuring that
Victorians have access to appropriate and relevant VET services.
Any personal information collected by the Department for VET
purposes is protected in accordance with the Privacy and Data
Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic).
Collection of your data
NIET is required to provide the Department with student
and training activity data. This includes personal information
collected in the NIET enrolment form and unique identifiers such
as the Victorian Student Number (VSN) and the Commonwealth’s
Unique Student Identifier (USI). NIET provides data to the
Department in accordance with the Victorian VET Student
Statistical Collection Guidelines, available at: education.vic.gov.
au/training/providers/rto/Pages/datacollection.aspx.
Use of your data
The Department uses student and training data, including
personal information, for a range of VET purposes including
administration, monitoring and planning.
A student’s USI may be used for specific VET purposes
including the verification of student data provided by NIET;
the administration and audit of VET providers and programs;
education-related policy and research purposes; and to assist
in determining eligibility for training subsidies.

Disclosure of your data
As necessary and where lawful, the Department may disclose
VET data, including personal information, to its contractors,
other government agencies, professional bodies and/or
other organisations for VET-related purposes. In particular,
this includes disclosure of VET student and training data to
the Commonwealth and the National Centre for Vocational
Education Research (NCVER).
Legal and Regulatory
The Department’s collection and handling of enrolment data and
VSNs is authorised under the Education and Training Reform
Act 2006 (Vic). The Department is also authorised to collect and
handle USIs in accordance with the Student Identifiers Act 2014
(Cth) and the Student Identifiers Regulation 2014 (Cth).
Survey participation
You may be contacted to participate in a survey conducted
by NCVER or a Department-endorsed project, audit or review
relating to your training. This provides valuable feedback on
the delivery of VET programs in Victoria.
Consequences of not providing your information
Failure to provide your personal information may mean that
it is not possible for you to enrol in VET and/or to obtain a
Victorian Government VET subsidy
Access, correction and complaints
You have the right to seek access to or correction of your own
personal information. You may also complain if you believe
your privacy has been breached.
Photos, video and social media
Students are approached by NIET for consent to obtain photos
and or video in writing on commencement of their class, with a
clear understanding of when the digital media will be used and
the timeframe application. Photos may be taken to document
work completed and added to the student file, and or shared on
Social media such as NIET Facebook page. Further information
regarding this located in the student handbook and on the
class Photo Consent Form.
Further Information
For further information please contact NIET’s Learning and
Development Manager in the first instance by phone 9770
1633 or email info@niet.com.au
•

For further information about the way the Department
collects and handles personal information, including
access, correction and complaints go to:
education.vic.gov.au/Pages/privacypolicy.aspx.

•

For further information about Unique Student Identifiers,
including access, correction and complaints, go to:
usi.gov.au/Students/Pages/student-privacy.aspx

All students are required to sign the enrolment application
form acknowledging the Skills First funding, privacy, refund
and complaints policies.
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Appendix 2
RTO Complaints and Appeals Policy
Full policy can be located at niet.com.au/reports

of the complainant will be considered.

Background

1.1 Informal process

The National Vocational Education and Training Regulator Act
2011 establishes the VET Quality Framework, a system which
ensures the integrity of nationally recognised qualifications.
Included in the VET Quality Framework are the Standards for
Registered Training Organisations (RTOs) 2015. NIET must
comply with these eight Standards as a condition of registration.

•

Learners may submit a complaint (verbally or in writing)
directly to the RTO’s staff with the purpose to resolve
a complaint through discussion and through mutual
agreement. All complaints received will be acknowledged
in writing by the RTOs Management.

•

The RTO staff are required to explain to the Learner the
Informal, Formal and complaints and appeals processes
available to them.

•

Learners may be accompanied by a third party of their
choice to support them in the informal process discussion.

•

All informal complaints when finalised shall be reported to
the RTO’s Management by the RTO’s staff (via a stakeholder
feedback form) for further review and consideration for
potential continuous improvement actions, regardless of
whether the complaint was resolved or not.

•

All informal complaints that are not resolved with Learners
by mutual agreement with the RTO’s staff will require the
completion of the formal complaints process.

‘ASQA Standard 6 requires RTOs to implement a transparent
complaints and appeals policy that enables Learners and
clients to be informed of and to understand their rights, and
the RTO’s responsibilities under the Standards’.
NIET ensures that these policies are publicly available, by
including them on NIETs website or available at Reception.
The process for lodging a complaint or appeal clear and explain
what will happen as a result. NIET has ensured that people are
not disadvantaged. Specifically, ensuring that:
•

Forms are not overly complex, which can be a barrier to
learners expressing their concerns, or

•

NIET does not require learners to provide extensive written
information as part of the complaints process.

NIET is ensures Learners to easily engage with their Trainers/
Assessor and Administration staff about any concerns they
have can stop minor issues becoming larger.

Complaints and Appeals Policy
NIET will ensure that all complaints and appeals are dealt in
accordance with the principles of natural justice and procedural
fairness and remain publically available. All complaints and
appeals shall be subject to notification within the RTO’s
management meeting and require the implementation of the
RTO’s complaints and appeals process.

Scope of Complaints and Appeals Policy
The RTO will manage and respond to allegations involving the
conduct of:
a.

the RTO, its trainers, assessors or other staff;

b.

a third party providing services on the RTO’s behalf, its
trainers, assessors or other staff;

c.

a learner of the RTO.

Complaints and Appeals Procedures
Learners may choose to submit a complaint to the RTO staff via
the Informal Process or Formal Process. Third parties on behalf

1.2 Formal Process
When a Learner wishes to submit a formal complaint or is
dissatisfied with the attempt to resolve a complaint informally
(directly with staff) the Learner may submit a formal complaint
to the RTO’s management utilising the ‘Complaint and Appeal
Form’, located in Student Information book.
•

The RTO’s Management will respond in writing to all
formal Learner complaints within 10 days of receipt of a
‘Student Complaint Form’.

•

When a Complaint is recognised as requiring more than
60 calendar days to resolve the RTO’s management must
inform the complainant in writing, including reasons why
more than 60 calendar days are required; and regularly
update the complainant on the progress of the matter.

•

The RTO’s Management shall respond to formal complaints
from Learners in writing proposing a resolution to the
complaint.

•

The RTO Management responses to the complainant
shall include information and procedures concerning the
complainant’s right to appeal the proposed solution and
request for an independent adjudicator.

•

All formal complaints when finalised shall be reported to
the RTO’s Management by the RTO’s staff via feedback at
Staff meetings. For further review and consideration for
potential continuous improvement actions, regardless of
whether the complaint was resolved or not.
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2 Appeals Process
In the event of a Learner advising that they are dissatisfied
with the proposed solution for a formal complaint to the
RTO’s management, the Director shall provide an additional
opportunity to provide a solution and shall apply the External
Appeal process.

2.1 External Appeals – Independent Reviewer
The Director shall advise the Learner that an Independent Third
party shall be sought to consider the nature of the complaint and
a possible further resolution at no cost to the Learner.

the required ‘Complaints and Appeal form’.
•

Communicate directly via email as soon as possible with
the RTO’s management on any advice (verbal or written)
provided by a student that they are seeking to appeal an
assessment decision.

•

Schedule a meeting with the student and the RTO’s
management when a completed assessment appeal form is
received from a student.

•

Communicate any outcome decision by the RTO’s
management to uphold or overturn an assessment appeal
to the student’s by completing the assessment appeal form
clearly identifying the reason for the outcome.

•

The selection of the Independent Third party shall be
communicated with the Learner and the selection must be
with the mutual agreement of the Learner.

•

All assessment appeals will be processed by the RTO’s staff
and management within 10 days of receipt of an appeal. All
assessment appeals must be maintained on the students file.

•

The RTO’s management shall make contact with the
Independent Third party and provide all documentation
related to the formal complaint and Learner contact details.

•

Student records will be adjusted to comply with the RTO’s
management appeal outcome decisions.

•

Independent adjudication responses must be within 7 days
from the date that all formal complaint documentation is
provided to the Independent Adjudicator.

•

When an Appeal process is recognised as requiring more
than 60 calendar days to resolve the RTO’s management
must inform the appellant in writing, including reasons why
more than 60 calendar days are required; and regularly
update the appellant on the progress of the matter.

•

On receipt of the formal complaint documentation the
Independent Third party shall make contact with the
RTO’s Management staff and the Learner and arrange a
suitable time for further discussion pertaining to the formal
complaint.

•

All Independent Third Party proposed solutions shall be final
and be reported to the RTO’s management and the Learner
in writing and will require immediate implementation by
both parties.

Complaints which cannot be resolved internally may be referred
to an Independent reviewer at Frankston Lifeworks: ‘LifeWorks
in the Workplace’ (phone 8650 6200, fax 8650 6299, email
workplace@lifeworks.com.au, visit lifeworks.com.au/workplace)

2.2 Assessment Result Appeals
All appeals from Learners relating to assessment results must
be received in a period no longer than 3 months following the
competency decision.

Assessment Appeals Procedure
Staff delivering training and assessment services on behalf of the
RTO will be required to:
•

Provide timely guidance to all course participants regarding
the assessment appeals procedure.

•

Clarify any aspects of the assessment results that a student
does not understand.

•

Provide each student that requests an assessment appeal with

3 Complaints and Appeals Records
The RTO’s management shall maintain records of all complaints
and appeals and their outcomes and reference complaints
and appeals in the RTO’s Management meeting minutes
identifying potential causes of complaints and appeals and
takes appropriate corrective actions to eliminate or mitigate the
likelihood of reoccurrence.
Records of all Informal, Formal complaints and appeals will be
recorded in the student file and additional record is kept on the
NIET Complaints and Appeals Registry.
NIET will use this information to review processes and practices
to ensure the issue doesn’t happen again.
How NIET will respond to your complaint or appeal regarding
NIET:
•

acknowledges all complaints and requests for an appeal
within ten (10) business days of receipt;

•

aims to complete all complaints and appeals processes within
a reasonable timeframe, which takes into consideration
factors such as the Learner’s enrolment in future subjects
and/or courses;

•

regularly updates the complainant or appellant on the
progress of their complaint or appeal; and

•

Informs the complainant or appellant in writing if it considers
that more than 60 calendar days will be required to process
and finalise the complaint or appeal, including reasons why
more than 60 calendar days are required.

•

NIET will decide your complaint or appeal and will consider
its policies, the applicable Conditions of Enrolment and the
Standards when determining the outcome of a complaint
or appeal

The complete Complaints and Appeals policy can be located at
niet.com.au/reports
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Appendix 3
Complaints and Appeals Form
The following is a cover sheet to support your complaint/ appeal. It is to outline
your complaint / appeal and you are to attach any supporting documentation.
Please indicate what your grievance is (tick the appropriate box below):
 Complaint
Initial notification of your dissatisfaction or an issue that has occurred.
 Appeal
Application to have the outcome of a complaint reviewed due to dissatisfaction with the process that
has been followed in dealing with the initial complaint or to have an assessment decision reviewed.
Name of Complainant

Detailed Description of Complaint / Appeal
Include an outline of your complaint/appeal with details of dates and people involved
(a Third Party may write and act on your behalf).

STEP 1

Date

STEP 2

Complainant / Appellant
Signature

NIET Administration Team Leader

 Complaint / Appeal form received
Actioned and forwarded to Learning and Development
Manager
Date

STEP 3

Signature

NIET Learning and Development Manager

Actioned and forwarded to Director
Date

STEP 4

Signature

NIET to External Independent Review

Director actions with LifeWorks
Date

Signature

Supporting evidence provided?  Yes (please attach)  No
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Appendix 4
Location and Transport Details

Nepean Industry Edge Training

Opal By the Bay Aged Care

405 Nepean Hwy, Frankston

185 Racecourse Road Mount Martha VIC 3934

Parking in Bayside Shopping Centre from $5 per
day (early bird rate). 2hr & 1 hr parking around
side streets. 4 minute walk to train & bus.

Parking available onsite

All day parking available further along Nepean
Highway towards Officeworks
•

Bring pen and paper to course

•

Tea & Coffee supplied

•

BYO lunch or shops within walking distance

•

Bring pen and paper to course

•

Tea and coffee supplied

•

BYO lunch

•

Please bring valid police check on Day 1

Carrum Downs Nursing Home

Frankston Nursing Home

1135 Frankston-Dandenong Road, Carrum
Downs VIC 3201

8-12 Nolan Street Frankston VIC 3199

All day parking available at IGA, approximately
200 metres from facility. 901 Bus (public transport)
available at front of facility.

All day parking located in surrounding streets
•

Bring pen and paper to course

•

Tea and coffee supplied

•

Bring pen and paper to course

•

BYO lunch

•

Tea and coffee supplied

•

Please bring valid police check on Day 1

•

BYO lunch

•

Please bring valid police check on Day 1
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