SELMAR

INSTITUTE OF EDUCATION

Learne




Author: Selmar Holdings Pty Ltd
Desktop Publishing: Selmar Holdings Pty Ltd
Documentation information and version controls © Selmar Holdings Pty Ltd V21.0 01.02.2025

Developed by Selmar Holdings Pty Ltd. No part of the contents of this book may be reproduced or
transmitted in any form or by any means without the written permission of Selmar Holdings Pty Ltd. All
product names remain trademarks, registered trademarks, or service marks of their respective owners.

Please Note: All care has been taken to ensure this document is of the highest quality at the time of
publication. The authors, editors, and publishers will not be responsible for any actions taken on the basis of
this documentation, nor for any errors or omissions, or for the results obtained from the use of such
information.

Selmar Institute of Education | RTO# 121531 | ACN# 111 455 451
Level 2, 80 Dorcas Street, Southbank, VIC 3006 | phone: 1300 223 040 | email: info@selmar.edu.au

SEL Learner Handbook_V21 | 01 February 2025 | © Selmar Holdings Pty Ltd




TaDIE Of CONEENTS «.eeureerenireireireeireireieereeteneressenseessessssssesessssssessessssssassassssssassssssssesssnssassanses 2

WO W Al..ueeurereereeieuireireereeiensressensesssassssssesssssssssssessssssssssssssssssssssssssassssssssenssnssnssasesnss D

Our Purpose, Vision, and ValU@s .......cc.ceieeiieeiiieeiiiieiierieicreecteeecereesssenssesenssssensessnsssssnnnsns 6
Getting Started........oivvveiiiiiiiiiiiiiii e a s s s s s s s a e s e s s anas s s e s nnnnes 7
Important Contacts and INFOrMation .....ccoiiiiiiiiiiiiiiiiiiir s ses s ss s ss s s sssssssssssssssssssssssssssssssssnns 7

YOUE ENFOIMENT ... ueeeiieeienireireireienireireeseeseessssssesenssessessessssssessassssssesssssssssssssssassessssssassassnnse &

Enrolment Process

Unique StUdent IdeNtIfIEr (USH) ..o ettt ettt e et e e ettt e e e e etbe e e eeabaeeeebbeeeensbeeeensseeeeanseeaanns 8
TrAININE DEIIVEIY ... s s se s s s s s s s s s e s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s ssassssssssssssssssssssssssssssssnnnns 9
ViV e1g S o] 1ol R = 1 LY - P UP U PRPPRN 9

Distance training

Set UP fOr ONIINE LEAINING ...cuuueeeeeeniiiiiniinniiiiiniiisnnsssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 9
(0] o1 [T g Y= =TT o 11 =S

Textbooks and Learner Kit

ManNage YoUr ENFOIMENT . ..cciiiiiiiiiiiiiiiiiiiiiininiiiininnesssessesssessesssessesssessssssessssssssssssssssssssssssssssssssssssssssssssssssssssssnes
Variation t0 ENFOIMENT ... it ettt e e s b be e e s s abte e s sabeeeessabeeesasbaeeesanaaeesnsseeeans
a) Deferral, Transfer, Withdrawal or Cancellation of Enrolment
b) Learner Initiated Deferral, Transfer or Withdrawal..............cooooiiiiiiiiii e
c) Assessing and Recording Learner Requests t0 DEfer.........uiivciiiiicceii et
d) RTO iNItIated DEFEITAL....cci ettt e et e e et e e e tb e e e e aaeeeeabeeeseeabeseeeasaeaesaneeaan
1Y I 6= 1ol - 4 o o R 14

f) Re-enrolment/ Return to training
g) Appealing a Cancellation Decision

N) RE-ENEGAZEMENT PrOCESS ..ueieieuieiieeiiie e ettt e eeette e e et ee e e ettt e e eeteeeeeeteeeeeteseeeestaeeeastseeeasseseeassseaeasseeesasseseansens
Course Credit/Credit Transfer/Recognition of Prior Learning (RPL) ......cceeeveeeveerieesiieecieecreesre e eeveesene e 15
Selmar Institute of Education offers opportunity for course credit and/or Credit Transfer (CT), and/or
Recognition of Current Competencies (RCC) and/or Recognition of Prior Learning (RPL) for all learners at
enrolment and ensures that the process is structured to minimise time and cost to learners......................... 15
Issuing Certificates and Statement of Attainment
(O =T T= LT oy B Yo [ [ TSR

Selmar Institute of Education | RTO# 121531 | ACN# 111 455 451
Level 2, 80 Dorcas Street, Southbank, VIC 3006 | phone: 1300 223 040 | email: info@selmar.edu.au

SEL Learner Handbook_V21 | 01 February 2025 | © Selmar Holdings Pty Ltd 2




Attendance of Classes — Classroom Based LEAINEIS .......cceveeeirereenirreeenieerenseeerensessesssssssessssesssssssssnssssssnssssssnsnes 18

YOUF LEAINING «.uiiuniiieiiiiiiiinuiiiiieiieseiiisesiirssssrssssirssssiresssssssssrsssssrasssssssssssssssssssssssssssnsssss 20

ASSESSIMENTS ..cuiciiiiiieiiciiiiiiiieiitirettettettestestesssastostassssstastassrsssassassssssassassssssassessssssassessssssassssssnssassasssnssnssasssnnse

What is an Assessment?.............

ASSESSMENT IMIEBLNOTS ...ttt ettt ettt e b e s be e e s b te e bt e st beeabeeebeeesbeeebeesabeeensaesseenas

F = 0 41T 0 Y o o <=1 PSP PP

How to check the due date or ask for @XtENSION ......eoviiiiiiiiiiee e s 22
Q) ONIINE POMTAl IRAINEIS ...ttt ettt e et e e e ettt e e e etae e e e e beeeeeabaeeeessaeeetsesaeansseseanreeas 22
o) I Y o=l oF: [Y=To I =TT 1T USSRt

Practical Placement....................
a) Early Childhood Education and Care
D) AU CAI@...eeieciiee ettt e e ettt e e e ettt e e e ebe e e e e tteeeeaataeeeetbeaeeaataeeeaataaaeaataaeeataeeeeatraaeaatreaeaannns

How You Receive Feedback

How many attempts dO I NAVE? ... et e e e st e e e e e e e e st aeeeeeeeesnbaaaeeeeeeesansarnees 23
HOW Will I KNOW the OULCOME?......eiiiiiee ettt et e e et e e e st e e e e asaaeenteeeeensseeeenanaeesnnaeens 24
What happens if I'm given a final outcome of ‘Not Yet Competent’? .......cccoveeeeiiiiiiieei e 24
How You Provide Feedback /Learner FEEADACK ........ccccveeericiirrieneeeeeiiiisssnneeeeesssssssssssseeesssssssssssesssssssssssnnssanes 24
o 1T T TR 25
[ P q = 1 o R 25
(070] 1[0 1] o s USRS 25
Penalties for Plagiarism, collusion, and ChEating .........ccccuiiiiiiiie et e e 26

Learner Success services and SUPPOIT .....ccvveerreerrenirennreereenernnernnereseresserserssesnsesnserescsences 27

YOUT Trainers aNnd ASSESSOIS .....ccoveeeiisseeiiisssneiisssseiiisssneissssseesssssesssssssessssssesssssssessssssessssssssessssssasssssssesssssnnsses 27
Language, Literacy and Numeracy (LLN) SUPPOIt......eeeiiiiiicirrrreeetiiiiescsssneeenesssssssssnsssssssssssssnnsesssssssssssnsasssss 28
Placement ASSISTANCE ....cccueeiiiiieeiiiiieiiiiiieiiiireitte et sae e s s b e s s s b s s ba e s s e b e e e s s b b e e s s s aaeessabn 28
FOUNAtion SKills ........ueeeeiiiiiiiiiiiiiiiee e 29
ReasoNable AdJUSTMENTS ...ccciiiiiiiiiiiiiiiiiiiiiiiiiiiiieirensiessssssessesssessesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 29
Learners Under 18 years Of @ge......cciuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiniiniiiniisiiisiissiismissmismissmismsssissmsssssssssssssssssssssssssssssssssss 29
Support for progression throUgh YOUr COUISE ........uuuuumemmeeeenennnnnnenssessnnsssssnssssssssssssssssssssssssssssssssssssssssssssssses 30
Code of Conduct: Understanding Your Rights and Responsibilities ..............ccoevrerrunnnnnnnnn. 31
Learner Responsibiliti@s......cciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii s s s s s s s s s s s s s s s s s s s s s s s 31

Selmar Institute of Education | RTO# 121531 | ACN# 111 455 451
Level 2, 80 Dorcas Street, Southbank, VIC 3006 | phone: 1300 223 040 | email: info@selmar.edu.au

SEL Learner Handbook_V21 | 01 February 2025 | © Selmar Holdings Pty Ltd 3




Dress Standards, General Conduct and RUIES.......cceuueeiiiiiiieeceiciieerreiceneeeeeereeeassseseeseseeennsssssssesseennssssssseseeenns 32

[ T3 =T 5 1 3 32

Health and Safety

[T oo T 0131 o1 T VAo | =Y 1 g o T SRR 33
(DI UT={3F- Ta o AN [ofe] o Yo ISP PUPRRRRROY 33
Prescription Drugs and MediCatioN.........ccccuiiiiiciiee ettt e e et e e see e e et e e et a e e s e nsaeeesreeeesnsreeesanneeas 34
INJUEY OF HIIN@SS .ttt ettt e e e ettt e e e e e e s e eab e e e e e e e e seaataeeeaaeeeesasssaseaaaseassssaseaaeesesanssaseaseeeesanssrnnns 34
(ol 11 BT 1 =1 A 2SN 34
Harassment, Bullying and Discrimination ..........
Harassment ......cooovemiiieeiiiiiieeee e
Q) SEXUAI HAI@SSIMENT ... eeiiiiiiiee ettt ettt e ettt e e ettt e e e tb e e e eetaeeeebaeeeeeabeeeeessseeeesssaeesbaeaeansseseasreeas
BUIIY N ettt e et e et e e et e e e et te e e e e et e e e e a—ee e e ateeeaaatatee ettt eeattteeeataeeeannreeeatreeeeanreeeanreens 35
Q) DIFECE BUIIYING .ottt e e ettt e e et e e e e et e e e e eata e e e etaeeeeetbeeeeeasaeeeesssaeeeasbeseeansseeeasseeas 35
o) I LaTo [T = TUT 17T V-SSRt 36
Discrimination
Complaints of Harassment, Bullying and DisCrimination ..........ccccceeiuiieeeiiie e cciee et eree e e e e 37

LinkS tO LearNer POMICIES ....cvuieuireirereireireirereecteceserescsseresrastosesssrsssssssssssssssssssassssssnssnssnses 38

More Information about Selmar Institute of EdUCAtioN .....c..ccevereeireirerenienererrenseeceesesneese 39

ot o =T 1= T N 39
ITECA (fOrMErTY ACPET) ceeeiiiiiiiciceeeeriiiiiiessnneeessssssssssnnesessssssssssnnssssssssssssssnsesssssssssssssssssssssssssssnsnessssssssssnnnsanses 39
Wi Yot L3 14 Yo I 2 U=Y- U1 1 4 To T o 13N 39

Selmar Institute of Education | RTO# 121531 | ACN# 111 455 451
Level 2, 80 Dorcas Street, Southbank, VIC 3006 | phone: 1300 223 040 | email: info@selmar.edu.au

SEL Learner Handbook_V21 | 01 February 2025 | © Selmar Holdings Pty Ltd 4




Who We Are

Selmar Institute of Education is a leading Registered Training Organisation (RTO), with over 18 years
of experience educating over 35,000 learners.

As a specialist education provider in the care sector, our human-centered training is designed to
enable learners to gain the knowledge, professional skills, and confidence to make a difference in
these essential professions. Providing fully accredited courses for both distance and in the workplace,
our learners gain sector relevant skills supported by real-life practical and hands-on experience.

Wherever our learners are on their learning journey, our structured yet unique approach supports
each learner with their different needs and circumstances, ensuring they become equipped to make
a positive, caring, and compassionate impact to their personal and workplace environment.

Our team of passionate, supportive, and knowledgeable trainers, alongside our dedicated learner
success team can also help organise practical placement and provide support to our learners from
start to finish, helping unlock their potential, achieve their goals, and thrive in their career.

\(// SELMAR

INSTITUTE OF EDUCATION

Selmar Institute of Education is a Registered Training Organisation and wholly owned subsidiary of Catalyst Education.
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Our Purpose, Vision, and Values

OURPURPOSE

is to make a significant contribution
to a more capable, caring and
compassion society through

contemporary, quality education and
training, and advocacy for the Care
and Education sectors across Australia

OURVISION

is to build and skill care

workforces for Australia; to
lift the success of our learners
and partners to new levels,
and benefit communities for

OUR VALUES

go to the ambition,
diligence and good grace

we have in serving the
binding purpose of our

Goodness

We are bound by the
goodness of our purpose,
our people, our owners,
our partners and our
learnersin making a
positive social impact.

Rigour

We are transparent,
diligent and accountable,
and hold ourselves to
the highest standards of
professional and
ethical behaviour.

generations to come

Aspiration

We have the courage to
forge a better, bigger
and brighter future, and
to foster growth, quality,
creativity and innovation
in our business.

business and the positive

social impact we can make

Compassion

We care about the
inclusion, wellbeing and
belonging of people in our
communities and show
our concern for a more
compassionate society.

Enthusiasm

We are hopeful, joyful
and optimistic about the
positive social impact we

make, working
together and for
one another.
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Getting Started

Welcome!

We created this handbook to give you a head start on your learning. This
handbook contains very valuable information that will equip you to deal with
matters during your learning with Selmar Institute of Education. Although we
aimed to give you a comprehensive list contained herein, you may still have
further questions, so please do not hesitate to approach us for clarification.

Important Contacts and Information

Head Office

Address: Level 2, 80 Dorcas Street, Southbank, VIC 3006
Reception: 1300 223 040
General Email Enquiries: info@selmar.edu.au
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Your Enrolment

Enrolment Process

The enrolment process helps ensure the training program aligns with your individual needs and
career goals. Our Growth and Partnership team is available to guide you through this process,
answer your questions, and provide all the necessary information. Once you confirm your interest,
we’ll email you links to the application form and required documents.

As part of the enrolment process, you’ll complete a Pre-Training Review (PTR). This essential step
includes:

e A language, Literacy, and Numeracy (LLN) test.

e A Pre-Training Interview to review your skills, clarify your information, and discuss the
course and industry in detail.

The PTR ensures the program suits your goals and abilities, helping set you up for success.

We encourage you to share your goals, concerns, or any challenges you might face during the
course. If you need additional support, this is the perfect time to let us know so we can assist you in
achieving your qualification.

For more information, please refer to our EN2 Application and Enrolment Policy

Unique Student Identifier (USI)

USl is a unique identifier issued to every learner undertaking nationally recognised training in
Australia. It is a requirement under Australian law and ensures that all training records and results
are linked to a single, secure online record.

You must provide your USI (Unique Student Identifier) information to Selmar via the application
form unless you have been granted an Individual Exemption under the Student Identifiers Act 2014.

Creating a USl is free and can be done online via the official USI website http://www.usi.gov.au/
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Training Delivery

Workplace training

Workplace training combines the convenience of online study with the practical benefits of applying
your skills directly in your role. It involves a tailored approach where a dedicated trainer works
closely with you, arranging regular face-to-face visits at your workplace to provide personalised
guidance, support, and mentorship throughout your learning journey.

Distance training

This flexible delivery mode allows you to study at your own pace, with practical placement
opportunities that we can assist in organising to ensure you gain essential hands-on experience.

Your dedicated trainer will provide ongoing support through email, video call, and phone, offering
personalised feedback and guidance. Additionally, they will conduct regular placement visits to
observe your progress, assess your skills, and provide coaching to help you succeed.

Set up for Online Learning

Online Learning

Online training allows you to complete your studies at your own pace, wherever and whenever it
suits you. This delivery mode is designed to give you 24/7 access to interactive learning materials
and assessments, including videos, quizzes, and other engaging content.

With Selmar’s online training, you’re never alone on your learning journey. Your trainer will offer
ongoing guidance, feedback, and encouragement, ensuring you feel supported every step of the

ONLINE

LEARNING
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way. Whether you’re upskilling, pursuing a new career, or seeking a qualification to enhance your
role, online training makes it possible to achieve your goals on your terms.

Textbooks and Learner Kit

Learning guides, listed textbooks and/or E-books are a compulsory requirement of the course and
areincluded in the course fees unless otherwise stated in the course information. You will receive
required textbooks in eBook format; if you wish to purchase a hard copy, this will be at your own
discretion and cost.
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Manage Your Enrolment

Variation to Enrolment

This section outlines the circumstances in which your enrolment can be deferred, transferred,
withdrawn, or cancelled by yourself or by Selmar Institute of Education.

All variations to enrolments must be submitted to the trainer, Regional Manager, or other RTO
representative in writing. Requests for withdrawal should be discussed with your trainer prior to
submitting them in writing.

Your enrolment can be deferred, transferred, withdrawn, or cancelled in limited circumstances by
Selmar Institute of Education or by yourself, as the learner.

You have the right to appeal a decision made by Selmar Institute of Education, regarding the
deferral, transfer, withdrawal, or cancellation of their enrolment. See relevant policies below.

EN3 Withdrawal and Cancellation Policy
SP3 Complaints and Appeals Policy

a) Deferral, Transfer, Withdrawal or Cancellation of Enrolment

You may defer your studies during the course in the following limited circumstances:

e On the grounds of compassionate or compelling circumstances (at the discretion of the
Institute).

e On medical grounds where a certificate is provided.

e Asan intervention strategy for unsatisfactory course progress — this must be discussed with
your trainer and/or Regional Manager. LLN Support assistance is available for all learners.

You must discuss your request with your trainer who will then prepare a variation form with
documentation attached to support your claim of compelling or compassionate circumstances. The
granting of a deferral of enrolment is at the discretion of the Institute.

You can defer your studies for 3 months at a time, with the maximum length a learner can defer
being 12 months. This is at the absolute discretion of the Regional Manager or Head of Training and
Learning and will depend on individual circumstances.

If you fail to return to study at the end of an approved deferral period, you may have your
enrolment cancelled.
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b) Learner Initiated Deferral, Transfer or Withdrawal

Transfer

Once a course has commenced, you may request a transfer to a different delivery mode
(workplace/distance), location, enrolment type (traineeship/non-traineeship), funding type or a
different trainer. If this applies to you, you must discuss this with your trainer or other RTO
representative who will then complete a variation form with documentation attached to support
their claim of a transfer. The granting of a transfer is at the discretion of Selmar Institute of
Education.

A funding transfer admin fee will apply in following scenarios:

- You are enrolled as non-trainee and would like to transfer to a traineeship enrolment
- You are enrolled as a trainee and would like to transfer to a non-traineeship enrolment

- You are enrolled as a trainee and would like to transfer your traineeship enrolment to a new
employer

Please refer to our pricing schedule Course fees & funding Victoria | Selmar Institute of Education

for further information . If you have any additional queries regarding transfers, please contact us on
1300 223 040.

A transfer does not entitle you to a refund.
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Should you wish to withdraw your enrolment, you must inform your trainer or other RTO
representative in writing via an email; the trainer will then prepare a variation form. Should you
request a refund, the Fee and Refund Policy will apply.

The Regional Managers are responsible for approving learner-initiated deferrals and withdrawals. In
rare cases, the Head of Training and Learning has absolute discretion in these matters.

In assessing the request, the Manager will consider:

e The evidence provided by the learner to demonstrate compelling, compassionate, or
extenuating circumstances.

e The impact these circumstances may have on the ability of the learner to continue with their
studies.

e The impact these circumstances may have on the learner's ability to complete the course
within the expected study duration.

e The duration of the deferral requested.

e The support options available to the learner (e.g., study plan, LLN support, temporary
reduction in course load, special arrangements regarding visits or other forms of
communications).

You will be advised by phone or email of the outcome of your request for a deferral. If you are
dissatisfied with the outcome of a request, you can access the Complaints and Appeals Process.

All documentation relating to the assessment and outcome of your deferral and cancellation
applications will be documented on your records. All discussions undertaken with the learner during
the processing of the application will be recorded on the Student Management System.

You are advised to retain your original documents (e.g., medical certificates) for your own records
and submit copies with applications for deferral or withdrawal. Selmar Institute of Education may
ask to see the original documents for verification purposes.

Selmar Institute of Education can defer a learner’s enrolment in the following instances:

e As part of an intervention strategy for unsatisfactory course progress (provided there is
evidence of extenuating circumstances).

e Incompassionate and compelling circumstances.

e Insituations where the safety of the learner may be compromised.
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The length of time you can have your enrolment deferred at the initiation of Selmar Institute of
Education is at the absolute discretion of the Regional Managers and Head of Training and Learning.
Your enrolment cannot be suspended for more than three months without reassessing the
circumstances that led to the deferral to determine if you are still applicable.

If you become uncontactable at the point when deferral is due to end, the Re-engagement process
will begin and may lead to cancellation from the course.

Selmar may cancel a learner’s enrolment in the following instances:

e The learner demonstrates serious misconduct.

e Erratic course progress, for example, consistent unsatisfactory engagement or continued non-
adherence to deadlines.

e Failure to show ongoing monthly engagement in units of study.

e Lack of consistent contact with trainer and/or support services.

o Non-payment of outstandingfees.

e Failure to return to study after the end of an approved deferral period.

e Failure to achieve a satisfactory result after 3 submission attempts of an assessment task.
e Engagement in cases of plagiarism and collusion

e The passing of the course end date where no contact has been made with their trainer to
extend this date.

e Non-adherence to the Code of Conduct, including but not limited to health and safety
breaches, abusive or aggressive behaviour towards RTO staff and trainers, sexual harassment,
or breach of the principles of equal opportunity and mutual respect.

You will be informed in writing of the cancellation and have 20 working days to appeal. Evidence and
supporting documentation will be required for all appeals.

If you wish to re-enrol with Selmar after officially withdrawing from your course, you will need to
contact us through phone or email to inform us of the reason of return.

Your request will be assessed by a Regional Manager, and you may be contacted for further
discussions. It is at the discretion of the Regional Manager and Head of Training and Learning to
approve the re-enrolment request after considering reason for withdrawal/cancellation, period of
absence and qualification updates.

In cases where deferral or cancellation of your enrolment is initiated by the Institute, you will be
notified in writing of the reason for the deferral or cancellation and are given 20 working days to
access the Institute’s Complaints and Appeals process, unless extenuating circumstances relating to
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the welfare of the learner exist. If extenuating circumstances exist, cancellation or deferral can be
implemented prior to the 20-working day appeal period passing.

Appeals will be dealt with expeditiously to minimise any disadvantage to you if your appeal is
upheld. You are not permitted to return to your studies until the process has been finalised.

h) Re-engagement Process

To support you in your learning journey, we need to ensure you are actively working towards
completing your studies and progressing through your course.

If you do fall behind or become disengaged in your studies, your trainer will be in touch to try and
get you back on track. If you continue to fall behind, this may be escalated to a Regional Manager
who will be in touch and may begin sending letters regarding your course progression. These letters
contain a new due date for you to submit work by; if these dates aren’t met your enrolment may be
cancelled. If dates are met you can continue with your studies, but if you fall behind again the same
procedure will occur.

Please inform us if your contact details (email address and phone number) have changed to ensure
that we can reach out to you regarding your course progress. By failing to do so, you may miss an
important communication regarding your enrolment and your new due dates. It is advisable to
regularly check your junk/spam folder to make sure you have not missed an email from us.

Please note - As a learner, you can only go through the re-engagement process three times within
your course enrolment; after three times your enrolment will be cancelled in line with the EN3
Withdrawal and Cancellation Policy

Course Credit/Credit Transfer/Recognition of Prior Learning (RPL)

Selmar Institute of Education offers opportunity for course credit and/or Credit Transfer (CT), and/or
Recognition of Current Competencies (RCC) and/or Recognition of Prior Learning (RPL) for all learners
at enrolment and ensures that the process is structured to minimise time and cost to learners.

Selmar Institute of Education will provide information and support to help you gather the relevant
evidence to support your claim for recognition of the competencies you have acquired. The
procedure ensures that there will be written verification of the outcome and that proper records are
kept in your file. Please read the relevant rules below.

a) Credit Transfer

Credit Transfer is the granting of credit to learners for units of competency achieved through
accredited training. These units and their learning outcomes must be equivalent to the units that the
learner is applying for and must have been completed under the Australian Qualifications
Framework (AQF).
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Learners who have achieved competency in the same unit(s) through previous accredited training
will be eligible for a credit transfer toward units in the qualification they are enrolling in, or where
the units they have previously completed are deemed equivalent to units in chosen qualification.

Learners seeking a credit transfer are required to supply evidence to demonstrate they hold the
equivalent unit. Evidence could include:

e A certificate with record of results
e Statement of Attainment

e USI Transcript

Selmar will verify your competencies through USI Registry and will need you to provide access to
view your transcript. If the competencies were achieved prior to introduction of USI, Selmar will
contact the issuing training provider.

Selmar Institute of Education will only consider credit for qualifications and/or units completed
within the Australian Qualifications Framework. Selmar Institute of Education does not offer credit
for study completed outside the Australian Qualifications Framework, i.e., non-Australian
qualifications. Selmar Institute of Education does not issue a qualification comprising entirely of
credit transfers. This does not include hours of previous placement logged; previously completed
placement hours cannot be credited and must be completed during the course of studying with
Selmar Institute of Education.

If the previously held unit is deemed non-equivalent then Credit Transfer cannot be awarded, and
the learner may need to apply for Recognition of Prior Learning.
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Recognition of Prior Learning is the acknowledgement of skills and knowledge that have been gained
through training, work, or life experiences into formal competencies. The assessment of RPL is

b) Recognition of Prior Learning

carried out by collating evidence against formal competencies as described in the relevant training
package.

The RPL process involves the learner gathering evidence and matching it against the specific learning
outcomes of individual units of competency. A Selmar Institute of Education Assessor will be
appointed to assist the learner with this process.

Where the qualified assessor determines that the evidence is sufficient to demonstrate current
competency against the unit requirements, the learner will be awarded the unit. In many cases this
will mean the learner can complete all or part of a qualification without needing to attend training —
although training may be required where there are gaps in the learner’s knowledge and/or skills.

You will need to provide evidence to demonstrate that you are currently competent against the
endorsed industry competency standards. The responsibility is on you to provide enough evidence
to satisfy the requirements of current competency.

Evidence could include:

e Subject Outlines from previous study

e Resume (Personal)

e Position description that can be verified

e References from contactable former employers
e Testimonials from clients

e Work samples

e Relevant life experience
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e Relevant work experience

If you apply for RPL, you will be provided with an RPL kit to provide structure to the application

process. There will be a cost associated with this process. Please refer to our Fees and funding page
for further information

Issuing Certificates and Statement of Attainment

Certificates and Statements of Attainment are issued within 30 days of course completion, providing
that all tuition fees have been paid. This is to allow time for assessments to be marked, results to be
reviewed, and certificates to be processed.

If you have withdrawn prior to completing a qualification, you are eligible to receive a Statement of
Attainment (SOA) for any units completed and deemed competent. A Statement of Attainment will
not be issued for units completed via Credit Transfer, or for units wherein only the theory has been
completed (i.e., Satisfactory, rather than Competent).

Certificates and Statements of attainment will be issued digitally in all cases. It is the learner's
responsibility to ensure that their nominated email address is accessible and correct.

Reprints/ hard copy:

e Paper-based copies or re-prints of Certificates or Statements of Attainment can be requested
at an additional $50.00 cost to the learner. Please complete ‘Request a certificate reprint’
form (online) available on Selmar’s website - Student resource centre | Selmar Institute of
Education

Change of Address

Please ensure Selmar Institute of Education always has your current address. You must inform your
trainer or other RTO representative of any changes to your personal details in writing. This will
ensure that all communications can occur, and your certificate can be posted to your correct address
at completion of your course.

If you need to change your details, please use the form below:

e Change of personal information form

Attendance of Classes — Classroom Based Learners only

Attendance at scheduled classroom sessions for all classroom or virtual classroom-based learners is

a requirement for learners to ensure they gain the knowledge and skills required for the qualification
they are studying.
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There may be times that you cannot attend a classroom session. You can be absent from 3 classes
during your classroom delivery schedule. If you are absent for more than 3 classes, you may be
transferred to an alternative delivery model or cancelled from your course enrolment at the

discretion of the Regional Manager and Head of Training and Learning.

Prior to you being transferred to an alternative delivery model or cancellation from the course, you

will be issued letters after each absent day to inform you of your requirements to attend classes and
encourage you to contact your trainer to discuss further.
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Your Learning
Assessments

What is an Assessment?

Assessment is an integral part of being awarded a qualification or statement of attainment. It is the
process of collecting evidence and making judgements on whether competency has been achieved.
Selmar Institute of Education delivers training and assessment using the principles of competency-
based training and assessment. Competency based assessment is governed by the assessment
standards within the Australian Qualifications Framework (AQF).

Selmar ensures all assessment is conducted according to the Principles of Assessment (assessment
must be valid, reliable, fair, and flexible) and Rules of Evidence (evidence collected to demonstrate
competency must be valid, authentic, current, and sufficient) as specified in the Standards for RTOs.

Selmar is committed to transparent assessment processes and outcomes that are clearly explained
to assessors and learners, in order to minimise the likelihood of assessor error and learner
misunderstanding. However, where a learner disagrees with their assessment result, they can access
the assessment appeals process. Please refer to our Complaints and Appeals policy.

Assessment Methods

To successfully complete the units of competency in your program, you will be assessed using a
variety of assessment methods. Assessment methods vary across our programs and delivery modes,
and for each module, cluster, or unit of competency within a program. However, typical assessment
methods include:

e Question and answer

e (Case studies with associated questions

e Research-based projects

e Videos/Photographic evidence (utilised in some assessment tasks)

e Simulated assessments (completed in a simulated environment set up by your trainer)
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e Observation sessions where your assessor will observe you performing a range of tasks in
your workplace/placement organisation.

Each assessment associated with a module, cluster or unit of competency is outlined in the relevant
assessment booklet or in our online learning portal. These assessments are written very clearly,
using step-by-step instructions to explain exactly what you will need to do to complete the task, the
resources you’ll need, how long it should take and, most importantly, what you’ll need to submit to
your trainer/assessor as evidence.

To support you in completing your assessments, you will be provided with learning materials and
ongoing support from your trainer. Learning materials also vary across our programs and delivery
modes and may include:

e Learner guides or eLearning modules and Recommended reading — textbooks or eBooks
e Face-to-face/MS Teams coaching, mentoring and support.

LI =TT

* AS

Assessment for a whole unit or module or cluster of units is a combination of several of the above
methods.

You are advised of assessment methods and requirements in advance and any special needs you
may have, are considered.

Assessment criteria is detailed in the course program guide, assessment theory booklets and on the
online learner portal. Due dates of assessment are provided to you by your trainer. If you are unable
to submit an assessment task on time, this must be discussed with the assessor prior to the due
date.

Extensions will only be granted by the trainer in extenuating circumstances.
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A marking guide is used by trainers and assessors when marking learner assessments to ensure
consistency of assessing.

Assessment Appeals

Assessment appeals are guided by the terms and conditions within the Complaints and Appeals
Policy.

If you do not agree with a result, you have the right for an assessment decision to be reviewed.
Before requesting a formal review, we recommend that you discuss your concerns with your trainer.
If this does not resolve the concern, you can lodge a formal appeal request.

You must lodge the formal appeal request in writing or email within two weeks (14 days) of receiving
your results, clearly stating the grounds of the appeal. This should then be directed to Head of
Training and Learning. If the process is not followed within the required time frame, no appeal
process with be entered.

If the Head of Training and Learning believes a review of your result is warranted, a review panel will
be formed comprising the trainer, the Manager and one neutral qualified assessor. The review panel
may suggest that you sit for a supplementary assessment or exam, depending on the cause of the
not-yet- competent result. If the learner fails the supplementary assessment, a not-yet-competent
result will be shown for that assessment or unit. You will be notified within 5 days of the result of
your appeal by email. If you are not satisfied with the outcome of your appeal, then an independent
mediator can be requested. Please refer to our Complaints and Appeals Policy for details. The result
is final, and no further appeal can be made. This may result in your withdrawal from the course.

How to check the due date or ask for extension

a) Online portal learners

If you are studying via our online learning portal, the due date
for each assessment task will appear next to the relevant
learning item on your ‘My Progress’/Learning Plan page once
you have commenced the module or unit.

Your assessment due date will continue to be displayed (and

may appear as ‘overdue’) after you have submitted your assessment but before your trainer has
marked it — don’t worry! Your trainer will receive a notification that your work has been submitted
and will review your submission within 5 working days.

b) Paper-based learners

When your trainer sends (via email or post) or hands you each of your assessment booklets, they
should clearly write your due date on the front cover or in the body of the email. Please ensure you
check this and don’t hesitate to ask for the due date if they have not added it for you.
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Practical Placement

Practical placement is an essential part of building the hands-on skills needed to succeed in the
workplace. At Selmar, we make it easy for learners to gain this experience through practical
placement, which our dedicated Practical Placement Coordinator can assist in organising.

For learners not currently employed in an education and care or community care service, our
programs are structured to include dedicated practical placement time. This ensures learners have
the opportunity to apply their knowledge in real-world settings, developing the confidence and
competence needed to graduate career ready.

Where Practical Placement is applicable, it is set out in practical placement blocks at specific points
throughout the course. Practical Placement blocks must be completed within the set timeframe
allocated to them within the qualification you are undertaking.

a) Early Childhood Education and Care

It is recommended that you complete these blocks 2 days per week, 7.5 hours per day. Any
adjustments to this recommendation are assessed on a case-by-case basis and are subject to
approval by your Trainer and Assessor. A minimum of 5 hours per day (totalling 15 hours per week
minimum) applies.

b) Aged Care

Learners completing our Aged Care qualifications are required to complete their placement blocks 2
days per week, 7.5 hours per day. Any adjustments to this are subject to approval by your Trainer
and Assessor.

How You Receive Feedback

Your trainer will give you feedback on each of your assessment tasks, either in person, or in writing
via email or the online learning portal. Feedback is given within 5 working days of submitting an
assessment task from your trainer.

If your trainer sees that you have not completed all parts of an assessment satisfactorily, they will
provide you with feedback and strategies for improvement, and you will need to resubmit those
parts of the assessment. The details of resubmission, including due dates, will be documented, and
discussed with you when you are provided with the outcome.

How many attempts do | have?

You have up to three opportunities to submit your assessments before a final outcome of ‘Not Yet
Satisfactory’ is assigned to the relevant unit. You may be given a further attempt at the absolute
discretion of your trainer.
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How will | know the outcome?

Once your trainer/assessor has marked all your assessments and completed any required
observations for a particular unit of competency, they will give you a copy of an outcome report
which will state whether you have been assessed as ‘Competent’ or ‘Not Yet Competent’.

What happens if I’'m given a final outcome of ‘Not Yet Competent’?

If you receive a final outcome of ‘Not Yet Competent’ for a unit of competency, you will be referred
to your trainers Regional Manager to discuss whether the program you’re enrolled into is still the
most suitable and appropriate option for you and if there are learning supports we can offer to help
you complete your course.

However, if you do not agree with the outcome and would like to dispute it, you can submit a formal
appeal to have the outcome reviewed. Please refer to the complaints and appeal policy.

How You Provide Feedback /Learner Feedback

Learner feedback is gathered both formally and informally throughout the course. These surveys are
confidential and are distributed and collected by Selmar Institute of Education to allow learners free
and fair comment. The information collected is used to make decisions about academic issues, staff
training, process improvement and understanding how we can improve. We may ask you for your
feedback from time to time.
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As a learner completing a nationally accredited qualification, you are expected to act with integrity
and professionalism throughout your learning journey. At Selmar, we treat matters of plagiarism and
collusion very seriously and penalties may be applied if our policies are breached.

Plagiarism

Plagiarism is defined as the use of someone else’s work without acknowledgement. It refers to the
presentation and submission of work produced by others as if it was your own.

Plagiarism is a form of cheating. It may result in either failure to attain competency in that unit or
withdrawal from the course of study.

Plagiarism can include:

e Copying someone else’s assignment work or assessment
e Using information which another learner has collected without acknowledging it
e Copying from the internet or a textbook without using an appropriate form of referencing

e Using the ideas or research which you have found in a textbook without referencing, even if
you have written those ideas or research findings into your own words

e Using electronic dictionaries in lectures and tutorials where definition-based knowledge is
required

e Using Al technology including but not limited to ChatGPT and presenting that work as your
own

Whenever you use the thoughts, ideas, research findings or words of someone else, you must show
where those thoughts, ideas, research findings or words come from.

When completing your assessments, you are required to write your own responses in your own
words, demonstrating your own knowledge and skills relating to a topic. The only exception to this
rule is if you need to use an exact quote from a reputable source to support your response to a
question. In this case, you would need to reference the quote.

For assistance with referencing refer to the Harvard Referencing Guide from:
harvard-referencing-6.pdf

Collusion

Collusion occurs when two or more learners consciously collaborate in the preparation and
production of work which is ultimately submitted by each in an identical, or substantially similar
form and/or is represented by each to be the product of their own individual efforts. Collusion also
occurs where there is unauthorised cooperation between a learner and another person in the
preparation and production of work which is presented as the learner’s own.
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Ultimately, you are responsible for your own learning experience and outcomes. Remember to
always act with honesty, integrity, and professionalism. And if you are ever unsure, please speak
with your trainer for advice.

Collusion is a form of plagiarism. Learners should not knowingly allow their work to be copied.
Learners have a responsibility to:

e Familiarise themselves with the type of referencing required for their competency(s) and ask
for assistance and guidance

e Avoid all acts which could be considered plagiarism

e Seek assistance from appropriate sources with any academic writing areas where they are
aware, they need more knowledge and skills

Intentional Plagiarism is plagiarism which is deliberate with the intention to deceive e.g., copying
someone else’s assignment and passing it off as your own work; copying large amount of works from
other sources without acknowledging those sources.

Unintentional Plagiarism is plagiarism which results from a lack of understanding of the concept of
plagiarism, or a lack of skill in referencing / acknowledging sources in your written assessments.

Group-work means a project / assignment which is conducted by several learners, resulting in a
single piece of assessment or a number of associated pieces of assessment. Unless authorised or
directed by trainer as part of your assessment, ‘group-work’ is not an acceptable excuse for
plagiarism.

Collusion involves working with others without permission to produce work, which is then presented
as your own, without acknowledging the input of others. This includes working together on an
assighnment and handing in identical, or very similar, written assessments.

Each case will be individually assessed.

The level of intent to deceive, the extent of the plagiarism and the learner’s history regarding
plagiarism will be the principal criteria for determining penalties.

Penalties may include any, or all, of the following:

e Averbal or written warning
e Resubmission of all assessments

e Cancellation of enrolment
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Learner Success services and

Support

We aspire to teach, motivate, and inspire learners to reach their highest stage of professional
development and growth.

Throughout your journey as a learner, you will have the opportunity to be taught and mentored by
sector leaders and professionals; having access to their expertise ensures you are empowered to
secure your dream career. Our learner success services are available to all learners within business
hours no matter what, where and how they study.

Selmar Institute of Education provides the following learner success services:

e Monitoring of learner welfare and assistance resolving issues which could impede your
successful completion of the study programs.

e Llanguage, Literacy and Numeracy support for learners who require it (including but not
limited to learners who speak English as an additional language or dialect and those with
additional educational needs).

e Support and guidance regarding Practical Placement from experienced, sector-leading
experts.

Your Trainers and Assessors

All Trainers and Assessors employed to deliver training and assessment on behalf of Selmar maintain
their industry currency and professional development for all qualifications they deliver and assess.
Trainers/ Assessors also maintain their Vocational Education and Training (VET) currency and
professional development.

All Trainers and Assessors involved in online delivery have undertaken and maintain professional
development in online delivery.
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Your trainer and assessor will be your first point of contact throughout your course. They will
provide guidance, motivation, and training, in addition to assessing your work. They will make you
aware of their working hours at the start of your course; please allow 5 working days for assessment
feedback and one working day for other enquiries. Our trainers are all qualified in training and
assessment with significant sector experience. Our trainers participate in various professional
development activities to ensure their knowledge and skills are up to date.

Language, Literacy and Numeracy (LLN) Support

Learners undertaking our programs will require the appropriate ACSF level associated with language,
literacy, and numeracy (LLN) skills relevant to the context of their course and role. Your skills will be
assessed during a pre-training review process. This will ensure that you will have the skills to
complete all training and assessment in line with the ACSF level of the qualification or can be
provided with the additional support required.

If you are identified as needing additional support with language, literacy, and numeracy (LLN) skills,
you will be referred to one of our LLN Support Coordinators for specialist assistance. The LLN
Support Coordinator will provide additional learning assistance throughout the course by outlining
agreed strategies to achieve learner success. Where internal support cannot be provided, you may
be referred to an externalagency. If the course is not deemed suitable for you as a learner based on
ACSF levels, you will be informed by the LLN Support Coordinator.

Placement Assistance

Should you require attending placement, we have a range of useful services available:

e A dedicated Work Placement Coordinator who can answer any questions you may have and
assist learners with finding placement.
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e If you are an Aged Care Learner, you will attend a simulation day before commencing
placement. During this day, your trainers will cover the following: Manual Handling, Infection
Control, Work Health and Safety and Personal Care.

Foundation Skills

Selmar Institute of Education understands the importance of having strong foundation skills. These
are non-technical skills that support your participation in the workplace, in the community and in
education and training. In our programs, the foundation skills incorporate the learning, language,
literacy, and numeracy (LLN) skills described in the Australian Core Skills Framework (ACSF).

Throughout our courses we embed ‘soft’ skills that will improve learners’ professional prospects,
such as time management, self-awareness, emotional intelligence, and interpersonal communication
skills.

Reasonable Adjustments

Reasonable adjustment refers to an action taken by an education provider to enable learners with
disability to participate in education and training on the same basis as others. These adjustments
are designed to remove barriers while maintaining the integrity of the competency standards and
course requirements.

Reasonable adjustments might include alternative assessment methods, additional support, or
modified activities. However, these adjustments must align with the assessment requirements of
your course and not impose unjustifiable hardship on you or Selmar.

If you believe adjustments are needed to support your learning, please discuss this with your trainer
or assessor. We will work with you to explore options that suit your needs and ensure you have
every opportunity to succeed.

Learners Under 18 years of age

Selmar is committed to child safety standards and understands its duty of care towards learners
under 18 years of age. We want to make sure that you and your guardians are aware of important
information relevant to your enrolment.

It is a requirement for the parent/guardian of a learner under 18 years of age to complete and sign
the parent signature form at the time of application to confirm their understanding of learner
obligations. Please make sure that you have provided accurate contact details of your guardian on
the application form.

The guardian will also need to sign a Practical Placement Agreement form to provide their consent
for the arrangement.
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Please note that our course material on the learning management system may contain confronting
and sensitive information that is marked with disclaimers and trigger warnings. We encourage you
to seek assistance from your guardian or trainer if you need support to undertake such learning or
assessment activity.

Support for progression through your course

To enhance your learning experience and support your success, we will connect with your workplace
about your studies. This approach is designed to ensure you receive the encouragement and
assistance you need from both us and your workplace, helping you stay motivated and achieve your
learning goals.

Here’s what this means for you:

e Enhanced Support: By keeping your workplace informed, we aim to create a supportive
environment that enhances your learning and development.

e Regular Updates: Your workplace will receive regular updates on your progress,
achievements, successes, and engagement levels.

e Collaborative Efforts: We will work closely with your workplace to overcome any
challenges you may face and find effective solutions to keep you motivated and engaged.

We understand that balancing work and study can be challenging, and our goal is to help you
overcome any obstacles you may encounter. If you are facing any specific difficulties, please do not
hesitate to reach out to us. We are here to support you in any way we can.

Thank you for your understanding and cooperation. We believe that with this approach, we can help
you achieve your educational goals and set you on a path to success.
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Code of Conduct:
Understanding Your Rights and
Responsibilities

Selmar Institute of Education takes the safety and wellbeing of learners and staff alike very
seriously. As a compassionate organisation, we are dedicated to the principles of equality and
respect and strive to ensure all stakeholders feel safe, supported and seen. Our code of conduct
contains non-negotiable behaviors that we expect from our learners.

Learner Responsibilities

As a learner, it is your responsibility to:

e Engage with training, maintain contact with your trainer and demonstrate satisfactory academic
progress. This includes adhering to deadlines.

e Ensure that any personal/medical circumstances that may affect your ability to complete your
course are discussed with their trainers and assessors as soon as they become known.
Medical conditions, personal circumstances or problems not declared, cannot be considered
in assessing course performance.

. Tobe aware of the correct time, date and location of all work placements, training sessions,
simulation days, and assessment dates that they have.

e Ensure that all course work, assessments, and portfolios of evidence are in concise and
accurate English and is your own work (see Plagiarism and Collusion below for further details).

o Tobehave in a way that is respectful of fellow learners and staff. Any abusive or aggressive
behavior, or behavior which contravenes any law or principle around respect, hate speech,
equality and diversity will be treated with the utmost seriousness by Selmar Institute of
Education.
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Dress Standards, General Conduct and Rules

Learners performing their practical work on placement are expected to wear Selmar Institute of
Education uniform or appropriate attire as stated in their placement information or as discussed with
their trainer.

You are expected to behave professionally at all times. You may be withdrawn or suspended from
your training or work placement if you compromise the safety and wellbeing of any stakeholder
through unprofessional behaviour or attitude.

You are expected to dress in an appropriate manner and should be mindful you are being prepared
for a work environment where a dress code should be expected.

Selmar Institute of Education prepares learners for employment in varied industries. You are
reminded that you are representing the RTO when on placement or undertaking work related to
your studies.

Health laws prohibit smoking inside buildings anywhere. You must leave the building if you wish to
smoke, and smoke in the designated area.

Selmar Institute of Education values diversity. We value staff, learners and clients with different
backgrounds and experiences, and aim to ensure equality and competence surrounding diversity and
inclusion in the workplace.

We value diversity, inclusion, and equity in connection with the vision and mission for the benefit of
staff, learners, and clients.

We recognise that our learners come from very diverse, multicultural backgrounds and identities --
this includes coming from a range of religious, cultural, and socioeconomic backgrounds and
embodying a range of ages, ethnicities, disabilities, genders, and sexualities.

We also acknowledge the Traditional Owners of the land on which we live, work and play.
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Health and Safety

Your health and safety while training is Selmar Institute of Education’s highest priority. We aim to

provide a safe and healthy environment that minimises the risk of any incident, accident, or injury.
While we take every care of the safety of our venues, you also have a role to play.

Responsibility of Learners

e Follow all safety rules.

e Report unsafe conditions and practices to your Trainer and Assessor.

e Learn and study in a way that maintains your safety and that of fellow learners.
e Take care of your mental and physical health.

e Follow and adhere to the organisation’s COVID Safe plan and vaccination policy.

Drugs and Alcohol

Selmar Institute of Education provides a learning and training environment which aims to ensure the
health, safety, respect, and productivity of all learners. The use of drugs and alcohol may impair an
individual’s capacity to learn safely, efficiently and with respect for other learners. The use of such
substances may result in the risk of injury or a threat to your wellbeing or that of other parties.

Our policy is that no learner is to attend training and assessment while under the influence of drugs
and/or alcohol. Every learner, academic and staff member is entitled to enjoy a safe and respectful
environment and breaching this policy can result in termination of studies.
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Prescription Drugs and Medication

Selmar Institute of Education does not prohibit the use of prescription pharmaceuticals. If you are
concerned, you should check with your doctor to see that the prescription does not impair study
performance or put yourself or others at risk.

Injury or lliness

A relatively minor incident will be treated by Selmar’s First Aid Officer if occurs on Selmar premises.
However, if the incident requires immediate medical attention, the First Aid officer may ask you to
contact or will contact emergency services.

If you are a learner under 18 years of age, our staff will endeavour to contact a parent or guardian to
transport you safely to your place of residence.

Selmar staff member will remain with you until you receive medical attention, or your emergency
contact arrives.

Any injury sustained during practical placement must be reported to the host employer and Selmar.
Your host employer will assist you if the incident occurs on their premises and organise medical
assistance if needed.

Child Safety

Selmar is committed to child safety standards and fostering a culture where our staff, learners and
other stakeholders feel confident to raise child safety concerns within and outside the organisation.

We believe that all children have the right to be safe, and we take a zero-tolerance approach to all
forms of child abuse and neglect. This means it is everyone’s responsibility to actively identify risks,
take steps to reduce or remove them, and report any concerns to the appropriate authorities in
accordance with the legislative requirements for further investigation.

If you ever have concerns or are unsure how to proceed, reach out to your trainer or a trusted
authority for guidance.

Harassment, Bullying and Discrimination

Selmar Institute of Education is committed to ensuring that its work, teaching, learning, and
assessment environments are free from harassment, bullying and discrimination. Whether direct or
indirect, intentional, or unintentional, harassment, bullying or discriminatory behaviour is not
accepted or tolerated at Selmar Institute of Education. Disciplinary action will be taken against any
learner found to be engaging in harassment, bullying or discriminatory behaviour. This includes but
is not limited to the withdrawal of your enrolment with Selmar Institute of Education. Some forms of
harassment, bullying and discrimination may be reported and constitute a criminal offence.
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Harassment occurs when uninvited or unwelcome behaviour causes someone, or a group of people,
to feel intimidated, insulted, or humiliated. Harassment can be against the law when a person is
treated less favourably based on certain personal characteristics including, but not limited to: race,
religion, cultural heritage, pregnancy, marital status, breastfeeding, age, disability, sexual
orientation, gender identity or intersex status.

Sexual harassment is any unwanted, unwelcome, or uninvited behaviour of a sexual nature, which
makes a person feel humiliated, intimidated, or offended. Sexual harassment can occur between
anyone, regardless of gender identity or sexual orientation.

Conduct can amount to sexual harassment even if the person did not intend to offend, humiliate, or
intimidate the other person. Sexual harassment in education is illegal under the Sex Discrimination
Act 1984. Some forms may be reported and constitute a criminal offence (e.g., indecent exposure,
sexual assault, stalking).

Examples of sexual harassment include, but are not limited to:

e Physical contact such as pinching, touching, grabbing, kissing or hugging

e Staring or leering at a person or at parts of their body

e Sexual jokes or comments

e Requests for sexual favours

e Persistent requests for social engagements, where they are refused

e Sexually explicit conversations

e Displays of offensive material such as posters, screen savers, internet material, etc.
e Accessing or downloading sexually explicit material from the internet

e Suggestive comments about a person’s body or appearance, and

e Sending rude, explicit, or offensive emails, attachments, or text messages

Bullying is repeated and unreasonable behaviour directed towards an individual or group where that
behaviour creates a physical or mental health risk to health and safety.

“Unreasonable behaviour” means behaviour that a reasonable person, having regard to all the
circumstances, would expect to victimise, humiliate, undermine, or threaten another person.

Bullying can be direct or indirect. Examples can include, but are not limited to:

e Abusive, insulting, or offensive language or comments
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e Spreading misinformation or malicious rumours

e Behaviour or language that frightens, humiliates, belittles, or degrades, including over
criticizing, or criticism that is delivered with yelling or screaming

e Displaying offensive material

e Inappropriate comments about a person’s appearance, lifestyle, their family, or sexual or
romantic preferences

e Teasing or regularly making someone the brunt of pranks or practical jokes

e Interfering with a person’s personal property

e Deliberately excluding or isolating a personal from normal activities
e Withholding information that is necessary for effective learning and assessment
e Deliberately denying access to resources

e Deliberately changing study arrangements to inconvenience a particular person.

Discrimination may occur when distinctions are made between individuals or groups to disadvantage
some and advantage others. Discrimination happens when a person, or group of people is treated
less favourably than another person or group because of their background or personal
characteristics. This is known as ‘direct discrimination’.

It is also discrimination when an unreasonable rule or policy applies to everyone but has the effect
of disadvantaging some people because of a personal characteristic they share. This is known as
‘indirect discrimination.’

It is unlawful to discriminate on the basis of the following characteristics:

e Race

e Ethnicity

e Sex or Gender

e Sexual orientation

o Age

e Physical or mental disability
e Marital status

e Family or carers responsibilities
e Pregnancy

e Religion

e Political opinion

e National extraction or social origin
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Further specifics on the prohibited grounds of discrimination are set out in the Federal, State and

Territory anti-discrimination laws.

Complaints of Harassment, Bullying and Discrimination

All complaints in relation to harassment, bullying and discrimination are to be directed immediately
to the Head of Training and Learning. All complaints of harassment, bullying and discrimination will
be treated seriously, investigated promptly, impartially, confidentially and in accordance with the
principles of natural justice. If sexual harassment is found to have occurred, action will be taken to
stop the behaviourimmediately. The complainant and/or offender may be referred to an external
agency for counselling and support. Depending on the seriousness of the case, appropriate
disciplinary action (which may include withdrawal from study with Selmar Institute of Education) will
be undertaken. Sexual harassment or discriminatory practices involving a crime will be reported to
the police. This also applies to learners under 18 years of age as Selmar Institute of Education
expects everyone to adhere to the code of conduct and not engage in inappropriate and
disrespectful behaviours.

Further information regarding Selmar Institute of Educations Complaints and Appeals policy can be
found via our website (links on the following page).
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Links to Learner Policies

Student Resource Centre - Selmar Institute of Education

EN1 Fees and Refunds Policy

EN2 Application and Enrolment Policy

EN3 Withdrawal and Cancellation Policy

SP3 Complaints and Appeals Policy

SP4 Privacy and Personal Information Policy

MR2 Access and Equity
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More Information about Selmar

Institute of Education

Accreditation

Selmar Institute of Education is a Registered Training Organisation (RTO #121531) and all qualifications
awarded are nationally recognised and in line with the Australian Qualifications Framework (AQF).
Selmar Institute of Education is approved and regulated by the Australian Skills Quality Authority
(ASQA).

ITECA (formerly ACPET)

Selmar Institute of Education is a member of the Independent Tertiary Education Council Australia
(ITECA) and abides by the Code of Ethics for private education providers. ITECA provides mediation
services for learners if required.

Acts and Regulations

As a Registered Training Organisation (RTO) Selmar Institute of Education is committed to complying
with Commonwealth and State legislation as well as all regulatory requirements relevant to its
operations.

As a Selmar Institute of Education learner the acts and regulations you should be aware of are listed
below. A learner has rights under all legislation and acts but these right carry responsibilities, which
include the responsibility to respect other people’s rights.
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Name Document Type

Age Discrimination Act 2004 Link
Competition and Consumer Act 2010 Link
Copyright Act 1968 Link
Corporations Act 2001 Link
Disability Discrimination Act 1992 Link
Fair Work Act 2009 Link
Fair Work Amendment (Corrupting Benefits) Act 2017 Link
Fair Work Amendment (Family and Domestic Violence Leave) Act 2018 Link
Fair Work Amendment (Protecting Vulnerable Workers) Act 2017 Link
Human Rights and Equal Opportunity Commission Act 1986 Link
Independent Contractors Act 2006 Link
Privacy Act 1988 Link
Racial Discrimination Act 1975 Link
Sex Discrimination Act 1984 Link
Work Health and Safety Act 2011 Link
VET Quality Framework

Standards for Registered Training Organisations 2015. Link
Financial viability Risk Assessment Requirements 2011.

Data Provision Requirements 2012.

Fit and Proper Person Requirements 2011; and

The Australian Qualifications Framework (AQF Second Ed 2013).

State legislation

Australian Consumer Law and Fair-Trading Act 2012 (Vic) Link
Occupational Health and Safety Act 2004 (Vic) Link
Occupational Health and Safety Regulations 2017 (Vic) Link
Health Records Act 2001 (Vic) Link
Fair Trading Act 1989 (QLD) Link
Work Health and Safety Regulation 2017 (NSW) Link
Privacy and Data Protection Act 2014 (Vic) Link
Charter of Human Rights and Responsibilities Act 2006 (Vic) Link
Child Wellbeing and Safety Act 2005 (Vic) Link
National Vocational Education and Training Regulator Act 2011 Link
The Child Safe Standards (Vic) Link
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