CCTOR

EDUCATION & TRAINING

TRI&\

4

STUDENT HANDBOOK 2017

Document ID:SMS 1.9 Student Handbook RTO Number- 52169 CRICOS Provider Numig§93625J Published: 15/09/2017

2017 UNCONTROLLED WHEN PRINTED



TRINECTOR

EDUCATION & TRAINING

WELCOMEFROM THE MAMGING DIRECTOR

TriSector takes pride in the fact that all of our education and training programs are of the highest quality and relevance
to the industry sectors we serve. It is because of our determination to support your successful career progression that
we focus on the areas in which we have the highest levels of experience, depth of knowledge, skills sets and the
resources necessary to deliver programs without the need for extenal placements. We offer superior training that suits
your needs and this is what sets us apart from our competitors.

TriSector has provided benchmark quality education, training and assessment programs to over 20,000 students
nationally. Our ISO accrediéd systems has seen us develop into the leading educator for the delivery of Transport and
Knfhrshbr Hmctrsqgx ognfg Il r hm Vdrsdgm @ rsq kh - Gnvduc
diversified range of education and training programs including Business Management and Leadership, Transport &
Logistics and Work Health & Safety programs. We have also enhanced access for students by not only offering full
gualification programs, but education pathway programs, short courses and student support initiatives such as our
Resume and Job Seeker Interview Workshops.

TriSector believes that knowledge is much more than lectures, handouts and textbooks and certainly more than
assisted.

We specialise in the delivery of face to face resource rtensive education and training. We do not believe any of the
gualifications and short courses we offer should be delivered online. Accordingly, we have made major investments in
our training resources from fleet to static practical training modules and si mulators.

SqgqhRdbsngRr sd’ | ne cdchb > sdc dctb shnm "~ mc saadohsidenéry r s
day that you will be. This not only allows you to have more confidence in understanding the course material but
provides you with continuous support; guidance and mentoring to ensure not only does each of our programs provide
academic outcomes. They are designed to reflect real work environments meaning what you learn you will use. Our
student services and support staff are located on site and always readily available to help with any queries you may
have.

As we are a real education provider direct to industry, you willalso have the chance to interact professionally inlearning
and instructional settings with industry specialists undertaking many of the same programs and modules as you. This
level of access to industry allows you to develop important business links which could potentially open up varied and
exciting career opportunities.

We invite you to maximise your time with us and wish you well with your studies in Perth and welcome you & TriSector.

Yours sincerely,

I\/Iarlq}”‘Bl‘ eckmans
Managi éDirector
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OUR TEAM
|- ) A
¥ At TriSector we believe that
education and training is so much
William Chin .
Chief Financial Officer more than just course content. Our

programs are developed by
experienced industry professionals
and delivered face to face by
qualified trainers who will not just
‘ present the course material but
- JasonGavranic facilitate, teach, guide, mentor,
prectorenagement Taining negotiate and accommodate your
learning style. It is our promise to
do whatever we reasonably can to
ensure your education and training
program as enjoyable and
productive as possible.

Dr Riawan Zeb
Director of Research & Compliance

STUDENT SERVICES

Our Student services officers are your official point of contact at TriSector. Our Student Services team have up to date
hmengl "shnm nm ° k ksenmiees iSctuding dlllofsthe geRvices listed withirmgtlsis Student Handbook. They
can assist with making appointments and referrals with management and external agencies to support your needs
whilst studying at TriSector.

Our Student Services officers ae:
Sharon Herbert
Kathie McKenzie

CONTACT

Phone: (AUS) 1300 782 642

(Int) +61 (0) 8 6363 5500

Email: student.services@trisector.edu.au
Website: www.tris ector.edu.au
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YOUR COMMITMENT

To achieve our promise to you, we require your commitment. This is to take advantage of the support services and
guidance we offer to optimise your time with us and achieve results.
By undertaking a TriSector Education and Taining Program you commit to:

1 Attending all classes

1 Complying with the TriSector Code of Conduct

1 Meeting all third party requirements including funding and visa requirements placed upon you

GETTING THE MOST FROM YOUR LEARNING PROGRAM
STUDY TIPS

1 Having problems understanding the coursework?
1 Avoid problems before they start by following these simple rules.

Pre-reading: All Student resources are available at least 2 weeks before term. Take advantage and read material
before classes start

Have a StudyRoom:  Always study in that room. Do not do anything else there but study. Take away all distractions
such as music and TV. Do not allow anyone else to use that room or area.

Develop a Routine: @kv  xr rstcx s rds shl dr v take ahythisgswibrthwhiteg- YOU
WILL ALWAYS SACRIFICE something. At this point in your life it will be frittering away your time with your friends. If you
decide that is asking too much, then the only course of action open to you is to rise earlier in themorning and do the
hard yards of study then. That way you have more recreational time in the evening. Whatever you decide to dp
remember your decisions now will affect your professional career.

Self-Discipline is the key to success: The single most important attribute of a successful professional is self-
discipline. 90% work and 10% inspiration is a good yardstick to use when consiering your routine of study.

Remember some people prefer to study at night when the house is quiet and others in the earlyhours of the morning
when their brain is fresh. Experiment and find your study style.

Use a Wall Calendar and a Dily Diary: A wall calendar is where you will place all major events, such as when exams
occur. Also record on the wall calendar whereyou should be in your reading.
Your daily diary is a small diary you should bring with you to the course on a daily basis. Record such things in the daily
diary as:
I Things you do not understand
1 Advice given to you by the trainer
9 Any ongoing concerns and what you did to resolve them i.e. spoke to
trainer about a problem and he suggested these exercises.
I Work to do that night at home If you lose your manuals, you can
purchase another one from TriSector
1 If you accidentally take home any items, such astools, CDs, books etc
you must return them to reception.

Ask If You Can Stay On thePremises to Catch Up:Remember this option is at the discretion of TriSector and students
using the Internet for their own purposes during this time will not be tolerated. We encourage andwelcome students to
come to campus outside the allocated schedule times. Pleaseensure that you ask Student Services for permissian and
note that the Education &Training Centre is closed at 5pm on Fridays and weekends
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When Al Advice Fails: When all advice fails then it is not professional, nor acceptable to lose your temper in class.
TriSector does not tolerate any unacceptable behaviour in a professional setting. If you feel that you cannot control your
frustration with any part of the course, then it is acceptable to walk outside, take a deep breath, and then return to the
class. After class, tell your lecturer how you felt and ask for his academic study advice. If this is not satisfactory, tellthe
trainer that, your concems may involve a personal plan for you and that you need to see a staff member from
administration. Remember, almost always, these blockages can be overcome with corrections in SELF DISCIPLINE in
study habits and in personal attitude.

StudyingandWorkng: *B" m H rstcx " mc jddo ° ina s sgd r 1 d shlds:
students and if it applies to you it is one that you must answer for yourself, mindful that your study at TriSector needs

to be your first priority. Only you can really know how well you can organise your week to allow for the successful
completion of your studies and your job.

While we endeavour to keep to the weekly study schedule once organised, at times changes to a timetable cannot be
avoided. You need to be flexible in your week especially if you are going to try to maintain a partime job.

GETTING TO TRISECTOR

TriSector is deliberately located just outside of the City of Perth. Like all cities, Perth has many activities to entertairand

like all cities can be a costly place to live. Our location gives students the best of both worlds with easy access to the

city, Innaloo and Karrinyup Shopping Districts and is just over 5kms from the World famous Scarborough beach. The
diversity of food outlets, entertainment, banks, the health services, childcare services, parks, gardens, sports and fithess
bktar needqg Rstcdmsr sgd admdehsr ne @rsq kh " Rr I nrs e’

ADDRESS43 Walters Drive, Osborne Park, Perth Western

Australia, 6017 & AN MeDonald St 1 = ‘
PHONE:1300 782 642 %*-N‘; %, ) ) { North
D & E Bus Route
CAR @ o ° — Glendalough
TRISECTOR i Station

TriSector is an easy and convenient 151 h mt s d r fom c.«
Perth CBD. Paid parking is available opposite TriSector.
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@
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o
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(is B Driving from
1 Perth City via
TRAIN I £ 5 — Mitchell Fuwy
i R .
For information on train travel to TriSector visit T - Powis St Exit
www.transperth.wa.gov.au or call 13 62 13/ or +61 8 9428 P | (e
1900 InfoLine to plan your journey and view maps and 3 Perth City
. 3 3 ) 5 ‘Q,’ Glendalough L
timetables. Nearest Train Station to TriSector Glendalough ) %, R, \ 4
_ W

BUS

For information on bus travel to TriSector visit www.transperth.wa.gov.au or call 13 62 13/ or +61 8 9428 1900

InfoLine to plan your journey andview maps and timetables. Nearest Bus Stop to TriSector Bus number 407 on Walters
Drive, drectly across the road, is a free service to Glendaloudn Train Station

TAXI

1 UBER Download App on smart phone
1 SWAN Taxil3 13 30

Visit www.transperth.wa.gov.au or call 13 62 13 / or +61 8 9428 1900 InfoLine to plan your journey and view maps
and timetables.
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PROGRAMS AND PROGRESS
DAYS & HOURS OF TRAINING

The days & hours of training may vary from one training course to another. You will be assigned a schedule of study,
that is, Monday, Wednesday or an Evening Schedule. Each schedule allows for 21 hours oftsdy per week. The start
times for these schedules are:

Monday Schedule:

Time/Day Tuesday Wednesday Thursday Friday Saturday

8:30-12:30

1:00-5:00

5:30-10:30

Wednesday Schalule
Time/Day Monday Tuesday Wednesday Thursday Saturday
8:30-12:30

1:00-5:00

5:30-10:30

After Hours Schedule

Time/Day Monday Tuesday Wednesday Thursday Friday Saturday

8:30-12:30

1:00-5:00

5:30-10:30

* Please note that class schedule availability is subject to student class enrolment numbers. Changes will be notified via
the Student Portal on the TriSector Website

ACADEMIC PERIODS

Your timetable will vary depending on the course you are studying, please refer to your Offer Letter and Schedule.

COURSE START DATE

Each course start date is identified in the Offer and Course Agreement you received when you are accepted into
TriSector. Training and Education occurs over 2 week Segments called Terms with each calendar year divided in to 2
parts called semesters.

BREAKS

TriSector allows for breaks at various intervals throughout the year. The breaks are designed to coincide with gazetted
public holidays for Western Australia.

ORIENTATION

TriSector conducts an Orientation for all students every Fiday except during term breaks.
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TRAINING AND ASSESSMENT METHODS

Students study with competency based training and assessment methods and will be assessed according to
established industry standards that will equip the student with the essential skills and knowledge to gain a firm footing
in their chosen industry area.

COURSE DELIVERY METHOD

SqhRdbsng trdr pE bd sn E bdR kd gmhmf sn cdkhudg sgd ac
1 Instructor led Facilitated workshops
1 Practical Demonstration and Emulation in simulated and in field environments

To achieve the highest possible outcomes, in addition to scheduled learningStudents are expected to complete
additional personal self-guided study equal to a minimum equivalent of 25% of the course duration.

COURSE ASSESSMENTS METHOD
Assessments/ exams are conducted during class, workshops and through industry based projects. The assessments
methods are:
1 Oral g Used in conjunction with Written and Practical Assessments this method requires the student to
articulate actions and decision making prior to applying a written or practical response
1 Written QJUsed as confirmation of knowledge. Written Assessments may also be conducted in conjunction with
practical activities for example conducting equipment inspections using check sheets
1 Practical - Skills Demonstration or Direct Observationd]Under observation of a subject matter expert Students
are required to undertake physical tasks where skills are required with input from the trainer assessor being
used only to brief on the task, advise of outcome requirements and to confirm knowledge.

REASSESSMENT AND LATE SUBMISSION

Re-Assessment and Late Submission may incur Re-Assessment fee of $50.00 per assessment or costs for repeat of
the module / or the term. All assessments must be completed on time, where a reassessment is required and the
Trainer decides additional study is required a post Term Assessment may be schedled. Post Term Assessments
require the Student to either complete or resubmit assignments on the break week. Students missing an assessment
due to medical reasons must submit the medical certificate as evidence to do the re-assessment without penalty but it
must be done within the term.

RESULTS
Initial results shall be communicated using the Student portal. These results will
be presented as either
1 Competent/Not Yet Competent
1 Atest Score
1 Both of the above
Trainers will also provide the feedback on the marked assessments to the

rstcdmsr hm bk rr vhsghm sgd sdgqgl mc ehm k qgdrtksr onr s

GRADUATION

Upon successful completion of your course you will receive the transcript and testamur (Certificate or Diploma) relevant

to your qualification. Your transcript and testamur will be sent to your email within 4 weeks after you have successfully
completed your course.

OPTIONAL INDUSTRY CERTIFICATION

Some TriSector Courses contain Units of Competency neessary to achieve licensing. TriSector is an approved training
provider for a number of licences. TriSector can assist Students to obtain these licences. In some cases TriSector is
authorised to undertake licence assessments on behalf of the regulator. In all cases additional fees and other
requirements must be met.
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COMPLAINTS &APPEALS PROCESS

Any student who is dissatisfied with TriSector, its staff, services, program pricing or deliveryor an assessment outcome

may make a complaint using the TriSector Complaint d] Suggestion Form located at the bottom of our Website. Each
completed form may be submitted using the Student Portal and addressed to the Director of Operations. Alternately,
students may submit the complaint form via Student Services. Receipt of the grievance will be acknowledged within
five working days and the complaints process will commence within ten days of the receipt of the written complaint and

all reasonable measures will be taken to finalise the ppcess as soon as practicable.

TIME FRAME

Receipt of the grievance will be acknowledged within 5 working days.The Process shall commence within 10 working
days of receipt of a lodged written complaint or appeal with supporting information and all reasonable measures shall
be undertaken to finalise the process as soon as practicable.

ASSISTANCE

Each party may be accompanied and assisted by a support person at any relevant meetings.

OUTCOMES

The Complainant or Appellant is provided a written statement of the Outcome including details of the reasons for the
outcome

ASSESSMENT APPEALS

Students who are dissatisfied with their assessment results can make an application to have their assessment
reassessed using the Complaint d] Suggestion Form described above. TriSector aims to assist all students to
successfully complete their course of study and will only exclude a student as a last resort. If a student encounters
difficulties with their studies, it is crucial that they notify teaching staff, Student Services or the Director of Operations at
the earliest opportunity.

INDEPENDENT THIRD PARTY ADJUDICATION
- Students who are not satisfied with the result of an Appea may report the matter to the Ombudsman . Students
who wish to do so should visit http://www.ombudsman.gov.au/about/overseas -student-ombudsman -landing-page

Making a complaint to the Ombudsman:
Phone
9:00am to 5:00pm Monday to Friday, Australian Eastern Standard Time.
Complaints: 1300 362 072 (Callsfrom mobile phones are charged at mobile phone rates)
Indigenous Line: 1800 060 789
Norfolk Island:1800 1354
Overseas callers +61 2 6276 0111
Post
Commonwealth Ombudsman
GPO Box 442
Canberra ACT 2601
Online
Make a Complaint using the online complaint form
https://forms.business.gov.au/smartforms/serviet/SmartForm.html?formCode=0co _-complaint-form

COST

There is no cost to any student who submits a complaint or appeal.
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INTERVENTION STRATEGY

TriSector shall implement this intervention strategy in the following circumstances:

Attendance (]

Participation Q]

Progress and Assessmentd]

Payment Q]

Use of resourcesd]

Behaviour q]

Breach of Visa Requirementd]

Breach of the Code of Conductd]

INTERVENTION PROCESS

A student fails to meet 80% Attendance on a Program he or she is enrolled
Consistently arrives late to class or a job placement program or leaves early

A student has not actively participated in a session or work placement

A student fails to meet any assessment criteria for a program he or she has
enrolled. This includes late submission of assignments, plagiarism, failure to
achieve the minimum score or other requirement to successfully pass an
assessment.

A student has not met payment arrangements as shown on his or her Letter of
Offer or paid for incidentals by the due date on any invoice

A student has used resources for any purpose other than the purpose for
which it was designed includes, tools, equipment, vehicles and facilities

A student has acted in a manner not consistent with the Code of Conduct

A student has not complied with a ¢ d r b q BraaghRin Pis or her visa
requirement.

A student has not complied with the Code of Conduct (page 18)

Action taken against you may be based on the following procedure:

Notification

1% Occasion

2" Occasion

3" Occasion

4™ Occasion

5™ Occasion

Notification Type

Verbal advice on
requirement to
comply.

Student File
Entry. If the
Student wishes
to he or she may
request a
remedial action
plan

Written
notification of
non-compliance
with invitation to
attend
counselling
session for the
development of a
remedial action
plan.

Sent via Student
portal

Written
notification of
non-compliance
with demand to
attend counselling
session.

Sent via
Email/Mail

Written notice of
intent to suspend
or remove from
program.

Sent via
Email/Mail

Written notice
of intent to
suspension or
Termination
of Enrolment.
Implement
PRISMS
notification.
Sent via
Email/Mail

We retain discretion in respect of the Intervention procedures to take account of a Students previous performance and
the severity of the misconduct or non-compliance to vary the procedures accordingly. Students retain the right to
Appeal. If an Intervention action is imposed it will be in line with the procedure outlined above, which may encompass a
formal verbal warning, written warning, final written warning, or removal from a single program or enrolment at
TriSector. Full details of the process as it is implemented, your action/inaction and the outcomes will be given to you.

In all cases, warnings will be issued for misconduct, irrespective of the precise matters concerned and any further
breach of the rules in relation to similar or entirely independent matters of misconduct will be treated as further
Intervention matters and allow the continuation of the Intervention process through to dismissal if the warnings do not

change behaviour.

Page 9 of 27



TRINECTOR
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A Remedial Action plan may be implemented by:
1 Student Services
The Students Lecturer
The Director of Operations
External regulator
Counsellor

=A =4 =4 =4

From time to time a student may identify that he or she is having difficulty with studies or other parts of their life that i s
interfering with their capability to meet outcomes. Where this does occur a student may request assistance which
results in a Remedial Action Plan. In this case Students will not be considered to be in breach of any School rules. In
fact, Students are encouraged to ask for assistance as early as possible. TriSectowill make every practicable effort to
assist students who are genuine in their goal to successfully complete a qualification program. Students may request
assistance with their study, course assignment, foundation skill development or other assistance. In this case a
Remedial Action Plan is very much encouraged.

DEFERRING, SUSPENDING OR CANCELLING ENROLMENT

In certain limited situations students are able to apply to defer or temporarily suspend their studies. For more
information please refer to the Enrdment Procedureslocated on the TriSector Website.

Deferral fee of $100 is applicable (waived if it is due to medical reasonsd] medical evidence documents must be
submitted)

In certain circumstances where a student breaches TriSector rules, laws of Austalia or VISA requirements, the student
may be suspended or their enrolment cancelled. Please refer to the Enrolment Policy and forms located on the TriSector
website.
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IN THE EVENT A COURSE IS NOT BEING DELIVERED

TUITION PROTECTION SERVICE AND PROVIDERHAULT
TriSector operates under the Tuition Protection Scheme. Which means that alltuition fees paid toward a course or

program are maintained in an account and not used for any purpose until the course is commenced. Should a course
not be delivered the following steps outline the process to be undertaken by TriSector:

OVERVIEW

Step 1 - TriSector default occurs
Under section 46A of the ESOS Act TriSector defaults, in relation to an overseas student or intending overseas student

and a course at a location, if:
1 TriSector fails to start providing the course to the student at the location on the agreed starting day; or
1 After the course starts but before it is completed, TriSector ceases to be provided to the student at the location;
and the student has not withdrawn from the course before the default day.
Note: Section 46A sets out further rules prescribing when a provider defaults.

Step 2 - Notifying the Secretary, the TPS Director and students

Provider Default — Part 5, Division 1, Subdivision A of the ESOS Act

Under section 468 of Under section 46D of the Under section 46F of the ESOS
the ESOS Act, you must ESOS Act, you have 14 Act, you have 7 days after the
notify the Secretary and days after the day of the end of your obligation period
the TPS Director of the default (the provider ——— 1 to give a notice to the
default within 3 obligation period) to Secretary and the TPS Director
business days of the satisfy your tuition of the outcome of the
default occurring. protection obligations to discharge of your obligations.
Under section 468 you the student as set out in This notice must comply with
must also notify the section. the requirements of section
students in relation to 46F.
whom you have
defaulted.
The notices must be in
writing and meet the
requirements of section If you fail to discharge your
468. obligations to the student If you do not meet
under section 46D, it is an your obligatons
offence under section 46E of affected students may
the ESOS Act and serious be assisted by the TPS
penalties apply. Director.

Note: The above flow diagram is for guidance purposes only. To the extent that the diagram is inconsistent with the Education Services for
Overseas Students Act (the ESOS Act) 2000 the ESOS Act prevails. Providers should not rely on this diagram alone and must read the
requirements in the ESOS Act.

Under section 46B of the ESOS Act, TriSector shall notify the Szretary and the Tuition Protection Service Director of
the default within 3 business days of the default occurring. Under section 46B TriSector shall also notify students in
relation to whom it has defaulted.

The notices shall be in writing and meet the requirements of section 46B.

Step 3 - Provider obligation period
Under section 46D of the ESOS Act, TriSector has 14 days after the day of the default (the provider obligation period) to

satisfy its tuition protection obligations to the student as set out i n the section.

If TriSector fails to discharge its obligations to the student under section 46D, it is an offence under section 46E of the
ESOS Act and serious penalties apply.
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Step 4 - Notification of the outcome - discharge of obligations
Under section 46F of the ESOS Act, TriSector has 7 days after the end of its obligation period to give a notice to the

Secretary and the Tuition Protection Service of the outcome of the discharge of its obligations. This notice must comply
with the requirements of section 46F.
If TriSector does not meet its obligations affected students may be assisted by the Tuition Protection Service Director.

Note: The Step by Step process described above is for guidance purposes only and to the extent that it is consistent
with the Education Services for Overseas Students Act (the ESOS Act) 2000 the ESOS Act prevails.

Further details can be obtained athttps://tps.gov.au/Home

SUMMARY
@kk bntgrd eddr o hc “~gd bHktmbdmRm Itmsdk ggdgddbpMgmdSg c hnf

In the unlikely event that TriSector is unable to deliver a course you have paid for we will:
Offer you an alternative course, that you choose to accept or
Pay you a refund of your unspent prepaid tuition fees. If he course has not commenced you will receive a full refund.

In the unlikely event TriSector is unable to deliver a course you have paid for and we do not meet our obligations to
either offer you an alternative course that you accept or pay you a refund ofyour unspent prepaid tuition fees (this is
called a provider's 'default obligations’), the Tuition Protection Service (TPS) will assist you in finding an alternative
course or to get a refund if a suitable alternative is not found.

REFUND AFTER DEFAULT
TriSector may pay a refund of the amount, of any unspent tuition fees received by TriSector in respect of each affected
student.

CONSUMER PROTECTION
This manual, TriSector Letter of offer or any otheragreement, and the availability of complaints and appeak processes,
cndr mns qdlnud sgd ghfgs ne sgd rstcdms sn s jd ~bshnm
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LIVING IN WESTERN AUSTRALIA

Perth is the fourth largest city in Australia and capital of state Western Australia (WA).
f gnv hmf

Perth isthe mostr o h ¢ k x

bhsx ne " kk

The town was established as a military settlement in 1816.
It has a wonderful Mediterranean climate that gives it more hours of Sun than any other major city in Australia.

OdgsgRr

COST OF LIVING

osraround 2 nelllompeoplk in 2015.
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Knowing the average living costs in Australia is an important part of your financial preparation. For your reference, here
are some of the costs associated with living and studying in Australia. (Allcosts are in Australian dollars and linked to

the consumer price

australia/living -costs

index.) For

Accommodation
Hostels and Guesthouses-
Shared Rental-

Homestay -

Rental -

Other living expenses
Groceries and eating out-
Gas, electricity -

Phone and Internet-
Public transport -

Car (after purchase)-
Entertainment -

Minimum cost of living

more

information go

to http://www.studyinaustralia.gov.au/global/live -in-

$90 to $150 per week
$85 to $215 per week
$235 to $325 per week
$165 to $440 per week

$80 to $280 per week
$35 to $140 per week
$20 to $55 per week
$15 to $55 per week
$150 to $260 per week
$80 to $150 per week

The Department of Immigration and Border Protection has financial requirements you must meet in order to receive a
student visa for Australia. From 1 July 2016 the 12 month living cost is:

You -
Partner or spouse -
Child -

$19,830
$6,940
$2,970

All costs are per year in Australian dollars. To convert to your own currency, visihttp://www.xe.com
The Australian Government provides information and guidance on managing Yur finances. You can read more

at www.moneysmart.gov.au
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STUDENT SERVICES

TriSector is committed to providing all students with the highest level of support services necessary to ensure a
successful academic and personal experience. In addition to the normal student support servces, students are
provided with access to a range of specialist services.

A compulsory orientation day is organised for you by the Student Services Department. TriSector orientation day is held
every Friday as required (except during term breaks), andtiis designed to familiarise you with TriSector and Perth,
making you feel at home and help you to start adjusting to the Australian way of life. Your initial contact with Australian
academic life will be during the orientation day. It is essential that students attend the orientation day as you will finalise
your enrolment, student photo for your Student ID Cards. A tour of Perth is available. Remember you must book a place
for the Orientation.

STUDENT LEARNING ASSISTANCE

Our aim is to motivate, encourage, refine or develop academic and vocational skills, and promote independent learning.
TriSector welcomes all students, from those who are new to Vocational education & training to those who are
undertaking further qualifications.

TriSector can work directly with students through workshops or individual appointments with academic staff.

Assignment writing

Make assignment writing less stressful by understanding the different types of assignment you might face
The steps for successful assignments include:

Topic analysis

Brainstorming

Developing questions

Researching

Reading critically

Taking notes

Planning your writing

Structuring your assignment

Editing and proof reading

How to manage your time effectively

See Student Services to s& when the next workshop is available.

= =4 =4 -4 -4 -4 A -a -a A

Reading, researching and note-taking
Learning how to determine the relevance and quality of a text is one of the most important skills in research. Take time
to read the information sheet on how you can become successful at critical reading.

1 What is critical reading?

1 How do I read critically?

1 Examples of critical analysis

Assessment preparation
While all Assessments test knowledge, most Assessments test other things as well, such as your ability to:
1 Apply your knowledge
1 Explain ideas and arguments in written form
1 Solve problems
Assessments also test your proficiency dJcan you do what is required quickly?d]and your time management abilities.

Ask Student Services for an information sheet on Assessmert Preparation:
The different types of assessments; such as multiple choice, essays, short answers, open book Assessments

Effective approaches to studying different types of knowledge and skills

il

1 How to most effectively prepare for and tackle each assessment

1

1 Assessment day tips, so that on the day you make best use of your preparation
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Time and study management
Time management is at the core of success in education. It might be helpful to consider three areas when managing

time:
1 Self management Q] is making sure that you bring balance to your life. As well as studying, make time for
exercise, part time or volunteer work and time to socialise.
1 Task management Q]plan small parts of tasks to be completed each week, instead of completing a big job all &
once. For example: create a timeline for parts of your assessment that you can complete in stages.
1 Budgeting your time effectively d]should reflect your priorities, so that the areas that are the most value and
importance should be most important.

SUPPORT FOR INTERNATIONAL & INDIGENOUS STUDENTS
Learning styles can vary from culture to culture. At TriSector, we offer assistance to students to help them to adjust to
academic expectations and cultural differences.

CULTURAL ASSISTANCE

The rich cultural diversity TriSector offers exciting opportunities for cross-cultural exchange, and for making contacts

and establishing networks which may prove valuable in later working life.

Workgroups are run during Orientation to help introduce students to the cultural differences, values, critical thinking and
expectations of vocational education study within Australia. In addition to normal study, regular excursions are
conducted during the year whichh ms gnct bd rstcdmsr sn °~ vhoechddbukkghd@&@kr g K

MEDICAL & HEALTH

Several medical facilities are accessible in the Osborne Park area. Students are encouraged to undergo a medical
check-up at a surgery near their place of residence using this as an opportunity to familiarise themsehes with
procedural requirements.

EMERGENCYCONTACT NUMBERS:
1 TriSector After Hours Emergency Phone Number: 0408 623 383
1 Police, Fire, Ambulance (EMERGENCY ONLY) 000

A comprehensive list of contact phone numbers is contained in AnnexC

COUNCELLING

Study life can offer many new experiences and sometimes also may result in unexpected and stressful situations. At
such times students can benefit from someone to talk with, especially if family and friends are at a distance.

Counselling is apositive experience that can help with stress and anxiety caused by study, personal or family pressure
and financial worries.

Counselling aims to encourage academic success and to assist students to increase their enjoyment of study and

education life.

Students can make an appointment to see speak to a Student Liaison who will refer you to appropriate help.

FINANCIALTROUBLE
If you experience financial trouble while in Australia, talk to Student Services for assistance. We will arrange for you to
meet and discuss your situation with a financial expert who may be able to assist. DonRwait until it is to late!
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LEGAL SERVICES

International students in need of legal support can contact TriSector Student Services, where our support staff can help
to assess the nature your legal queries and refer you to an appropriate legal organisation.
Overseas Students Ombudsman

The Overseas Students Ombudsman (OSO) investigates complaints about problems that overseas students have with
private education and training institutions in Australia. The Ombt cr | " mRr rdquhbdr ~gd eqdd+
You can find out more about this service on their website: www.0so.gov.au (opens in a new window) The OSO also
produces an email newsletter for international students. You can subscribe to the newsletter on the OSO (opens in a
new window) website.

You should contact the Ombudsman in the state or territory in which you are studying to lodge a complaint. You can
find details of what the Ombudsman can investigate on their website. Below is the Ombudsman website for Western
Australia.

- Western Australian Ombudsman - www.ombudsman.wa.gov.au

LEGAL AID

TriSector recommends the Multicultural Services Centre of Western Australia Inc
1 Location 20 View Street, Noth Perth 6006
1 Phone (08) 9328 2699 or (08) 9227 7638
1 Email: mscwa@bigpond.net.au

MSCWA provides services for migrants from all cultures. Services include legal advice, multicultural aged care program,
accommodation program, employment program, Community Settlement Service Program and English classes.

OVERSEASSTUDENT HEALTH COVER

Overseas Student health Cover helps ensure you will be covered for the cost of medical treatments if you get sick or
have anaccident. The Australian Goverrment requires you have Overseas Student Health Cover fior the duration of your
study period in Australia. When you lodge your visa application with the Department of Immigration and Border
Protection you must show proof of your Overseas Student Health Cover.TriSector has arrangements in place with Bupa

that enable us to assist in providing you with the necessary cover for you, your partner and family members.

Bup
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ACCOMMODATION

Short Term Solutions
Backpacker Hostels:
The below sites will guide you to hostels within your desired location.
1 www.hostelworld.com
1 http://ymcawa.org.au
Also a handy tool to have whilst travelling around a country/state you are unfamiliar is the Lonely Planet Australia. This
can be purchased at any good bookstore.

Longer Term Solutions
Rentals & House Shares:
If you require accommodation on a long term basis you can rent a house or move into house shared accommodation. It
is dependent on what you are looking for.
The following websites can assist you with finding both house shared accommodation or houses for rent.
1 www.perthhousemates.com.au
1 www.perthexchange.com.au
1 www.stayz.com.au/
1 www.reiwa.com.au
Other places you may find notices of places to rent or house shares are:
91 Local papers or the west classifieds (for examplethe Quokka, The West Australian)
1 Local supermarketsa They have notice / message boards where people advertise places for rent and house
shares.
1 Real Estate agents can also be used and are located all over Perth.

Homestay

Homestay consist of living with a private family or person,
more or less as a member of the family, normally with your
own bedroom, and sharing other facilities in the house. Some
families will provide Australian style food only, but others will
vary the menu. Full Board in privatehomes (meals included)
cost between approximately $200 and $300. Please note
that special consideration apply for students under 18 years. m

If your decision is to stay in an Australian home, you need to E

be prepared for this experience. It is important to your m
homestay provided that you enjoy your stay, but you will T = /

mddc sn "~ c¢c os sn d bg nsgdgRr v xi h . o0s hmf

will help you and your homestay hosts to develop a good and
lasting friendship.

TriSector has partnered with the Australian Home Sty Network.

For more information go to http://www.homestaynetwork.org or we can arrange homestay for you.

We Are Here 4o

Help. &
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CODE OF CONDUCT

The Rules of Enrolment at TriSector have been established by Management to ensurehat all enrolled students are able
to experience a learning environment that allows all students to gain the maximum benefit from the courses undertaken
and maximise their study outcomes.

The Rules of Enrolment are:

TriSector Code of Conduct

Payment of Fees

Course Programs and progress

Student Services

Notify Absenteeism

PURPOSE

The aim of this code of conduct is to set a minimum standard for behaviour and provide a framework for students

= = =4 -4 =

undertaking education and training with TriSector.

APPLICATON
The Code of Conduct applies to all students and includes all activities involving TriSector management, employees and
visitors without exception.

STUDENTS AND CLIENTS
Strict behavioural standards apply to TriSector Students, these are:
1 Act with integrity and professionalism and be scrupulous in the proper use of equipment, materials and
facilities
1 Exercise fairness, equity, proper courtesy, consideration and sensitivity in dealing with others
1 Avoid real or apparent conflicts of interest and seek advicewhere any doubt exists

All Students are required to:
1 Promote the interests of quality education
1 Perform their study with skill, honesty, care and diligence
1 When appointed as responsible person, use that authority in a fair and equitable manner
1 Abide by Poicies, Procedures, Processes, instruction and lawful directions that relate to your study,
assessments, the use of facilities, equipment and materials

1 Comply with the spirit as well as the letter of the codes of conduct
1 Do not solicit work from partner or other organisations associated with TriSector unless approved to do so
Do no solicit work or future employment with other organisations associated with TriSector without written
approval
BEHAVIOUR

As a student within TriSector you will be encouraged and sypported to achieve your full academic potential. At all times
the Training Staff are here to facilitate positive outcomes and are empowered to make decisions in your best interest.
In order to assist us to achieve this goal, we request you undertake thehighest possible standards as a student,
behaving with courtesy and respect towards each other as well as toward TriSector staff.
In striving to achieve the highest possible standard of conduct as a student you agree to:

1 Uphold proper moral and ethical conduct when dealing with fellow students and staff.

1 Refrain from consuming food or drink (excluding water) within the class rooms

f  Maintain your work space and surrounding area in a clean, tidy and safe condition.

1 Only use computers and other training equipment as part of your training, and refrain from visiting social media
websites, internet games, videos, stream music/movies or other inappropriate activities as these activities may
affect other TriSector users.

1 Never attend TriSector classesor activities whilst under the influence of Alcohol or lllegal Drugs

Page 18 of 27



TRI&\ CCTOR

EDUCATION & TRAINING

1 Actively participate in all classes and not undertake disruptive activities such as talking during class as this
distracts fellow students and staff.
Maintain a suitable standard of business dress and personal hygiene.
Always be punctual for the commencement of class and appropriately attentive when others are speaking.
Only use electronic equipment as directed, and agree that cameras and recording devices are switched off
during class unless otherwise directed.

1 Attend class in a wellrested and alert state in order to fully participate in class, and if you are not, then excuse
yourself from the class room in order not to affect the training opportunity of others.

1 Do not use mobile phones during class (including taking or receiving calls / texts), keeping these devices
switched off until outside within breakout areas. Always observe signs relating to the use of phones.

ATTENDANCE
Students are required to attend a minimum of 80% of all scheduled classes. In case of absences, students must inform
TriSector Student Services ahead of time or telephone between 8:30am and 9:00am on the day in question or as soon
as practicable thereafter. Whilst TriSector is committed to monitor studens Rr b nt qrd oqgnfgdrr hnm
attend classes for one full week will be contacted by the Student Services Officer and a reason for their absenteeism
requested using the Notice of Absence Form. Noticesmay:

1 Verbal

1 Inwriting via the Student portal

1 Inwriting via Email

1 Inwriting to your registered address

It is compulsory for Students to respond to a Notice of Absenteeism with a reason for nonattendance. These reasons
"qgd gqdbngcdc hm sgd rstcdmsRr ehkd-

TriSector monitors the course progression of the students regularly. Students failing one unit as a result of
absenteeism will have only one chance to undertake reassessment at their own cost. Students who fail more than 2
units in a term will be required to repeat the term at their own cost. Additional attendance requirements may be
necessary to meet visa conditions.

BE PUNCTUAL

Students must attend all training courses and be on time. Lack of punctuality equates to a lack of professionalism. If
something happens that will make you late or cause you to be absent, you must inform your trainer or the Student
Services Officer as soon as possible. The best practice is to arrive 15 minutes before class commences.

If a student continually arrives late or misses class, without having a valid reason, you will be issued a letter of warning,
multiple warnings may result in cancellation of enrolment.

BE NEAT

We understand that while you are students it is practical to dress in a casual way. We do ask that you present yourself
neatly. There will ke times when we will specify particular days for you to wear business attire. As part of this program
we expect that you do as we ask on those days.

BE COURTEOUS

When in class we expect you to behave in a courteous manner. Courtesy is simply respedhg another as a worthwhile
human being and treating them with respect. Out of respect for your trainer raise your hand if you have a question or
wish to discuss a concept. If you are confused about something and the rest of the class has understood the Trainer

may ask you to keep the question to yourself and see you later, or once the class has finished. This is quite acceptable
behaviour by the Trainer as he is respecting the rights of the other students to continue on with the lesson without
beinghelda ™ bj - He xnt eddk xnt “~qgqd rhsshmf sggntfg sgd dmsh
learning process even more difficult. Speak to the Trainer after class and discuss your concerns. Perhaps you need a
personal study plan.
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It must be stressed to all students that swearing, innuendos and any behaviour that causes the Trainer or fellow
students to feel uncomfortable or intimidated will not be tolerated and may result in withdrawal of enrolment.

MOBILE PHONES AND ELECTRONIC EQUIEINT
No personal mobile phone, audio/video/game players or consoles are allowed to be switched on in class unless it is
authorised by your trainer.

LANGUAGE PLEASE!

In general it is better not to swear. It may come out in the wrong situation. At TriSector we appreciate courteous and
professional language.

It must be stressed to all students again that bad language will not be tolerated and may result in withdrawal of
enrolment.

PLAGIARISM

It is not permissible to attempt to pass off another perr n mRr vngj "mc hcecd’ r Tor nmdRr
plagiarism and could result in penalties, including loss of marks, exclusion from the unit or expulsion. By assisting
another student by allowing them access to your completed work or disclosing any internal or external assessment
guestions and answers is a form of collusion in the act of plagiarism. This could result in penalties, including loss of
marks, exclusion from the unit or expulsion.

PUBLIC STATEMENTS
All aspects of the TriSector relationship with the media, local, state and federal government bodies and local residents
of any of TriSector site is strictly forbidden unless authorised in writing.

SOCIAL MEDIA

By enrolling on a TriSector Course, each Student agrees that at no time, during or aftr their course, will they use any

form of social media to express vexatious or derogatory comment against the TriSector, its Directors or any TriSector

Employee.

All course work, discussion or study groups undertaken either formally or informally may only be undertaken using the

TriSector White Board located in the Student Portal. No Study groups, project work, study share or other such activities
may be established on public social media platforms without written consent of TriSector Senior Management.

CONFLICT OF INTEREST
TriSector Employees must avoid any personal, financial or other interest which may be in conflict with their duties and
responsibilities as an employee of the company. Students must not make any offer or imply any offering to any
TriSector Staff which may constitute a conflict of interest including but not limited to:

1 Offer of any gift or gratuity

1 Offer any external appointment

1 Offer any enticement
Where a family member is undertaking a TriSector education & training program, the employe relative is strictly
forbidden from assessing or validating the related students work. A family member includes any person related by
marriage to an employee.
Any breach shall be reported immediately to TriSector Senior Management. Where such a report ignade, senior
management shall investigate the matter. Where required the police may be involved. If a breach is proven, both student
and employee shall be terminated from their course and employment respectively.

GIFTS AND ENTERTAINMENT

Gifts should never be offered or accepted in circumstances where the outcome of an assessment or course may be
influenced by the gift, or where there may be the perception that the outcome may be influenced by the gift.

Under no circumstances are offers of money to be givenor accepted.

Invitations of travel and accommodation must not be made or accepted.
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CONFIDENTIALITY

Students must not use or disclose personal information of TriSector staff or other students obtained during their course

other than for the purpose which it was provided. Information obtained on the course must not be used to obtain

financial reward or benefit in any manner where to do so is to take advantage of another person or to disadvantage
TriSector in any way.

SECURITY

Students are advised to carry small amounts of money in cash and to keep important documents in a secure place at

all times. Do not leave valuables unattended.

TriSector is not responsible for any loss of your belongings and therefore extra care must be taken to safe guard your
valuables.

Students may only enter and leave through the front entrance. Never exit or enter through other entrances.

Should you wish to discuss a security related matter or problem, you should do so with your Trainer or Student Services
Officer.

TRISEQOR PROPERTY

TriSector property, facilities and services may only be used for authorised purposes by approved persons.

Unless governed by law or agreed to in writing, any intellectual property developed by a student during a TriSector
education and training program at TriSector is the sole property of TriSector Pty Ltd.

OUR LEARNING RESOURCES
Our fully equipped Education & Training Centre has:
1 In house mess facilities and Student common room d]microwaves, fridges and vending machines
1 Classrooms with data projectors
1 All classrooms are spacious and air conditioned
1 Practical Training Area- 600+Sgm, undercover and air conditioned
1 Parking just meters away Q] Thousands of bays within walking distance
We also maintain a Student Portal on our website with Studert & learner resources accessible two weeks before each
Term.

LEARNER MANAGEMENT SYSTEM
The Learner Management System and its contents remain the property of TriSector. Any misuse, copying or sharing of
the system or its contents shall result in legal action. The system includes:
1 Policies
Manuals
Procedures
Forms
Process documents
Training Materials
Assessment Materials
Certificates, Statements of Attainment and Statements of Attendance
1 Student learning resources
Access to the TriSector Learner Management Sytem shall be provided to students who have:
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1 Enrolled in a TriSector course and paid applicable fees

1 Have established a student Profile via the company website
Access content on the TriSector Student Management System is available only to the resources neessary to
undertake the current semester of study.
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COMPUTER USE

Students are welcome to use issued computers for training and academic study.

All computers and internet access at TriSector are used for training purposes and are not for personal uself a student

performs any of the following while in class they will be issued a letter of warning, multiple warnings may result in
withdrawal of enrolment:

1

1
1
1
1
1

Checking personal emails

Unauthorised Internet Downloads

Browsing the internet for personal interest

Play computer games

Use any computer Chat software

Mn ohg bx ne rnesv qd hr odqgl hssdc vghkd xnt ~gd n

STUDENT PARKING

Parking of motor vehicles, whilst attending TriSector education and training programs, is the responsibility of the

student. Paid parking is available opposite the Training Centre. TriSector is not responsible for any fines, clamping or

tow away for any unauthorised parking.

TriSector encourages students to use public transport (train and bus).
The Nearest Train Station is Glendalough witha Free CAT Bus to TriSector.
Concessional Smart riders (public transport pass) are available to students who study a minimum of 20 hours per

week.

COMPLIANCE

Students must be aware of, and adhere to, TriSector Policies, Manuals and Procedures especially to those that relate to

m

Health and Safety, Equal Opportunity, Privacy, Trade Practices, Rules of Disclosure and any Legislative and Regulatory
requirements applicable to the performance of their education and training course. As such, all Students must
undertake the TriSector Orientation prior to the commencement of a TriSector education and training program.

BREACHES OF THE CODE

All employees and students have a duty to observe the code ad ensure breaches do not occur. All breaches must be
reported via the Student Portal or via email tocorporate@trisector.edu.au using the Complaint Form. Breaches require
immediate investigation and as such, will be dealt with by applying the following rules:

1
1

= =
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Any report of a breach will be treated in strict confidence

Any employee or student, who in good faith, reports a breach, makes a complaint or disclosure about a breach
shall not be disadvantaged as aresult of the report

A complaint about a breach should be in writing outlining the alleged date, time and nature of the breach

All allegations of breaches shall immediately be forwarded to senior management. Failure to do so will result in
that person being in breach of this code

A formal investigation must be conducted

The outcomes of the investigation will be reported to the person who made the allegation

If unsatisfied with the outcomes, the employee or student may appeal the matter and/or the outcome

Students may at any time discuss the matter, or seek advice on how to proceed with a matter from the
regulator, the Australian Skills Quality Authority using http://www.asga.gov.au/for -students/resolve -a-problem-
with -your-training-provider.html
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Any course fee payment arrangements established during enrolment are to be maintained at all times. Where a student
fails to meet their course fee paymentobligs shnmr sgd rstcdmsRr dmgnkIl dms | ° x

and legal action may be taken. All Students requiring advice concerning their current financial circumstances should in
the first instance seek an interview with the Director of Operafons.

THIRD PARTY FEE ASSISTANCE

Students who are entitled to or access third party assistance remain liable for all fees unless paid by the third party. An
entittement to tuition fees may not include any or all other fees charged at TriSector. If a Studen is accessing third
party fee payments the student should advise TriSector on enrolment or when the arrangement commences.

INVOICES

Unless third party fee payment arrangements require otherwise, all invoices for course fees shall be sent directly to the
Student. The Student is responsible for ensuring all fees are paidn accordance with the Fee Payment Schedule located
in your letter of offer.

NOTIFICATION

Unless advertised otherwise, Students must enrol at least 2 weeks prior to commencement which includes payment of
enrolment invoices in full. If a student is accessing third party fee payment arrangements, it is the responsibility of the
Student to ensure that the notification period required by the third party allows for third party processing and payments
arrangements to ensure the fees are paid by the due date shown on the invoice. Late payment will incur a late
submission fee of $50.00 shall apply.

INCIDENTAL FEES AND CHARGES

The following fees are charged on an asapproved/required basis

1 Application Fee d]Domestic Students $ 99.00
1 Application Fee (]International Students $250.00
1 Relssuance of Qualification Documents/ Statement of Attainment $ 50.00
1 Interim Statement of Attainment / Progress Report $ 25.00
1 Administration Fee for Reassessment/Late Submission $ 50.00
1 Overdue feesQMaximum 5 Weeks Per Instalment Payment ($100 per week) $100.00
1 Student Card Replacement $ 25.00
1 Deferral fee $100.00
1 Change to another course $100.00
1 Change of commencement date $100.00
1 Letter of Attendance / Letter of Confirmation / Letter of Completion / Other Letters $ 25.00
1 Recognition of Prior Learning (per Unit of Competency) Up to > $250.00
1 Ad Hoc Exam Board Meetingd]Validation & Moderation process $350.00
1 Request for qualification documents in urgency (1 week turnaround) $100.00
1 3rd Submission of assessment $150.00
1 Retrieval of archived file $100.00
1 Resource Fed] per semester Up to > $00.00

COURSE FEE REFUND
Students seeking aCourse Refund should submit the Refund Form.
A copy of the Refund Form is located on the TriSector website.
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PERSONAL INFORMATION

Information is collected during your enrolment in order to meet our obligations under the ESOS Act and the National
Code 2007; to ensure student compliance with the conditions of their visas and their obligations under Australian
immigration laws generally. The authority to collect this information is contained in the Education Services for Overseas
Students Act 2000, the Education Services for Overseas Students Regulations 2001 and the National Code of Practice
for Registration Authorities and Providers of Education and Training to Overseas Students 2007. Information collected
about you on this form and during your enrolment can be provided, in certain circumstances, to the Australian
Government and designated authorities and, if relevant, the Tuition Assurance Scheme and the ESOS Assurance Fund
Manager. In other instances information collected during your enrolment can be disdosed without your consent where
authorised or required by law.

AUSTRALIAN GOVERNMENT LEGISLATION FOR EDUCATION

Registered Training organisations
Sgd oghmbho k kdfhrk shnm sg° s "~ookhdr sn QSNRr s)20l8and gd
related legislation and standards

These Standards form part of the VET Quality Framework, a system which ensures the integrity of nationally recognised
training in Australia. Registered training organisations are required to comply with the VET Quality Framework at all
times.

OVERSEAS STUDENTS

Dctb > shnm Rdquhbdr eng Nudgrd r Rstcdmsr " DRNR(( bnl okh
Commonwealth legislative regulatory framework which establishes the minimum requirements for education programs
delivered to onshore international students consists of ESOS Act 2000, the National Code of Practice for Registration
Authorities and Providers of Education and Training to Overseas Students 2007 (National Code 2007
https://internationaleducation.gov.au/Regulatory -Information/Education -Servicesfor-OverseasStudents-ESOS
Legislative-Framework/National -Code/Pages/default.aspx) and the ESOS Regulations 2001 and the ESOS Act 1997 (the
Act -https://www.legislation.gov.au/Details/C2016C00027 ).
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APPENDIX A
TRISECTOR POLICIES

TriSector has written policy and commitment documents that address our attitude and intent toward

1 Education & Training Management

1 Quality Management

1 Health, Safety and Environment

 Human Resource Management
These policies are disgayed in prominent locations throughout the campus and can also be accessed from Student
Services
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QUALITY POLICY
EDUCATION & TRAINING POLICY TrilSeclor provides qually education, b and cossultancy services
Our training sctivities inchde Qs scope of servces includes the design, development, management and delbvery of Education & Training programs, Training &
Design of Education & Training Prograens Stucdent Management Systems.
Development of £eucation & Traksing Programs
+  Traiming Management OBIECTIVES

Gur quality system provices a framessork for addressing the following needs
+  Avallability of infomation and resources necessary 10 SUPPOTT our Dperations

« Defivery of Education & Trainkg Prograres
+ Design and Development £ ducation & Training Management Systems

= Unederstanding the needs of our industry, our chents and students
omEcTves . Design of servic ek requi
Our training system provides 3 framework for addressing the follawing seeds = Selection of staff 1o maintaie high standands
o Avaliabilty of information and resources neceIsary 10 S4pport our education & rning operatians *  Continuous guabty inspection sad testing practices
«  Understanding the needs of our lndustry 3nd our ¢ ements = Reguatory complisnce
« Design and development of traning snd U s manageswnt systens to meet stakehakdor requirements = Wonisoring our diert and students bevel of satisfaction during il phases of wark
«  Selwction and continual training of staff to mantain high stardard of training = Ensuiing that ot onky ous immediate chents & students but slso other stakeholders benefit from the quality of aur work
o Comemitment to contimuius improvement and sultabiity of our traiing system = Setting and reviewing measurable business objectves
. comt il of g quality sy
Ths statement is lsswed to ndicate our sttiude t education & training. The full support of our management, employess, suppkers
and contractors s sought n acthvely pursising these abjectives This statement is lssued 1o inditate our attiude to our relationship with a8 of our stakeholdars and our standards of service. The full

support of our employeas, suppliers and contractors s sought in actively pursing this quess for gquality.

TARGETS AND GOALS.
Oue aien 18 to malntain our registration a1  training organisation (RTO} by the provision of training to both internal and extornal TARGETY AND SOMLS
stakrhokders that s underpianed by AQTF, Austrafian and Industry standseds. We wi achieve this aim by deltvering training that is:
Rebevant to our dients industries and the ervioaments they work In
o Approved by major stakeholders
*  meadil avslable from our fac
*  Costeffective by mantaining 3 high level of efficiency

Our s are b
= Maintain soro non confarmance reperts (NCRs)
*  Maintain business and operations! management syuems th
14001 encompassing osr scope of services,

0 AS/NZS 150 9001, AS/NZS 4A01, OHSAS 18001, and IS0

and on chent sites nationally

STRATEGY
We review ow systen

LANGUAGE LITERACY AND NUMERACY
Trisector it committed to maximising sccess to o of our training programs for those with Language, Uteracy andfor Numeracy ssves

am psformance agsirst these cbjectives regulacly, We medify amd update our writton cbjectives, 1o

e continuslly improwe performance. W seek Input 16 0ur contieuous Imaravement poceases from those who use our services. This
o Ofiwring il wiiton assasmmacts vehaty input s reviewed Immediately upon recelpt for consideration in the development of our systems and defivery of our sarvices
«  Offering Interpreter serices 10 those who advise us of Language bisues prior 1o nont in our training programs
Mowaves, cortain education and training programs have LN pretequisites. Trisectar has implemented LN Assessment that
establishes the minimum LLN requirements 10 partilpate in these select progrars. Director:

STHATEGY Mark fdeckiians.
We review 0ur actual performance agmn thess objectives regiarly to contimualy improve performance

Braochmans

Date: 14"\ Way 2016

ri\ecTOor rriecTor

EDUCATION & TRAINING EDUCATION & TRAINING

HEALTH, SAFETY AND ENVIRONMENT POLIC HUMAN RESOURCES POLICY
TriSactor acompts its. v as a0 employer catton & . we rsue safe work practices and TriSector's palicy i 10 ensure the recruitment, employment and placerment of personnel is sppropriate Lo the role we expect them to
seck the full support and cooperation of all smekoyees, Contractors, chonts, students and vititors in this endeavour fulll, Where appropriate we will to consider existing staff advascament opportunities prior t looking outside the company and

activery promote the employrent and recopmtion of Indigenous persons

Our objective 1 10 provide 2 controsied work and eSucationsl eWraNMENt That Protects The health, safety asd weltare of everyone we oRECTIVES
1 with acd the we operate. Our aim 15 to recruft, emplay and place the best possible person far each role within the eompaey.
Provide a workplace that & free from all forma of diacrimination, harassiment and bullying

We abho sim 1o understand and meet our environmental oblgatians in accordance whh the Emironmental Protection Act and the
Evirervnental Standards appicatie 10 us. TARGETS AND GOALS
We are comented 10 contimuously Improving all 25pects of heman resources management by providing a workplace tree of o forms of

TARGETS AND GOALS unlawdul discrimination, bar assment and bullying

By the systematic sophication of our managerment systoms we sl 1o meet our target of
+ Zero Wnpuries EQUAL IMPLOYMENT OPPORTUNITY
Triseror 15 an Equal Opportunity { mployer
We will act as custodions of the areas where we conduct education and training by reporting any person who adts In sy maanes = Webellevethata culturally diverse worklorce i beneficial to ou organisation aad the in
conirary 1o resgonwbie emironmental practices. * We activoly encourage pevsons of a8 backsrounds to apply for all postions at Trésector
*  We partiudary meournge people of Aboriginal and Torres Strat Iskander backgraunds to joi our tram

T we seeve

OUR COMMITMENT

eanagarment will et 115 obiigations 10 the ACt. Reguls
management of health, safety o

«  TiSector is comatied to implemanting and monitanng good health and safety practices in each specific area of operation.

o A% omployeos have 3 personal responsiolity to thoir empioyer, their fellow workers, themselves and the goneral public 1o sdopt
s maintein spporiate heath and satety standards in all their work actvities

o ANstudents have a persanal responsibility t Trisector, thel fellow students, themsehves and the general pubic o adopt and

intain appropriote heslth and ssfety standsrcs in all thes education and training activities

o AUallimes health and safety remain 2 priorty, and we will N0 knowingy GEmand or EXDECT By DErsn to PATTKIpate in amy.
activities which are tkely 10 be detrimental 1o their health or safety

expectations of our rewghbouns, emplopen, students, suppliens and wb

ons, Codes and Standards, by klontfying all ksues appropriate 10 the
d Environment at a8 TriSertor sites

OUR COMMITIENT

By the systomatic Iiplementation of Our management systens we i to maintn our target of
*  Keoping all human resource procedures and processes current

+  Conducting performance reviews far each permanent staff member

STRATEGY
Wo wil ensre that aparopriately skiled snd experienced employees are employed and managed in line with company fequirements.
All candidates for employment shall successtully pass al stages of the recrtment ard selection process prior to an offer of

We will Act with due regand for the requirements s
contractars, insurers, and industrial assockations.

*  Actinthe interests of our clients and other stakeholders

o Encourage empioyee and student exducation and ParticRaIon in impraving everanmental awsreness and practice o

. G st krowleage and perh In al ares of health, safety and onvironmental management. et /) —
STRATEGY | Braecumans.
We believe that rules, regufations and legislation won'l be effective unless you want to make & happen. To ensure we schieve our
Largets an goals, in each of our operaons we use the foBawing steps to ensure we meet our HSAF obligations Pate: 1376 May 2016

+ Planwork activities, 10 meet heath, afety, ervironmental and cultural haritage lngriation and guidefines

« Operate a healthy, safe, envieonmentaby sound snd culturaly oware business

« Train ol staff In hesith, safety and environmental issue swareness and work procedures

. Report safety and s part of our

« Review and aueit our health, safety and procedures,
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EDUCATION & TRAINING

APENDIXB
ACCREDITATION, LICENCES AND APPROVALS

TriSector holds a range ofadditional accreditation, certification and is an approved Dangerous Goods Licence Training
provider for Western Australia and the Norther Territory

APPROVAL NOTICE (WA-T-APP16/15)

Dangarous Goods Safety (Road and Rail Transport of Non-Explosives)
Regulationa 2007 (Western Australia)

This is to certify that
TRISECTOR PTY LTD
43 Walters Drive, OSHORNE PARK WA 6017

15 an approved] Dangerous Goods driver training course provider for dangerous
goods in scoardance with

Regulation 15(1)(b) of the Dangerous Goods Safety (Road and Ral Transport of
Non-Explosives) Regulations 2007
and will remain current until the end of the transition period for the
Imglamaniation of the Australian Code for the Transport of Dangercus Geods by
Road and Rad, 8th Edilicn (ADGS)

Chisf Oficer name: Ross Stidoiph
Chiet Officer Signaturn g W zﬂ"—"‘ V L)
Approved Dangerous Goods Driver Training Course Provider Wyuod 23 Juty 2075

(WA)

Approved Dangerous Goods Driver Training Course Provider (NT)

Page 26 of 27






