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Welcome! 

 

Congratulations for choosing Bendigo Livous Training Institute (BLTI) Your journey starts now! 

 

BLTI is a registered training organisation, quality and reputation is what we stand for. We trust that you 

will enjoy your study at our institute. This handbook contains information that you may find useful 

before and during your study life, and outlines your responsibilities as a student at Bendigo Livous 

Training Institute. Please do not hesitate to contact one of our friendly staff members if you need any 

further information or assistance. 

 

We believe it is our job to help you find the right program that will develop the skills you need to gain 

employment and create a successful career. BLTI is committed to the delivery of quality vocational 

training to its students. This is achieved by offering innovative and creative training programs that are 

flexible and designed to suit the needs of students, employers and industry. 

 

We’ll let you decide. Your choices are endless, as BLTI offers a range of flexible delivery options including 

face-to-face, workplace training, short courses and online study that are designed to suit your lifestyle. 

Modern facilities combined with a team of highly qualified, industry experienced staff deliver the right 

study options for you. 

 

Our industry links will inspire you and provide you with work-ready skills as well as a network of career 

opportunities. BLTI is modern, relevant, competitive and excited to embark on this journey with you! 

 

You’ve made the right choice to study with us. Good luck for the year ahead. 
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Mission Statement 
Our Mission 

Bendigo Livous Training Institute: 
 

 has an ongoing commitment to acting with honesty, integrity and respect towards 

all participants and funding bodies, whilst pursuing ' best practice' and quality 

service delivery with various programs to meet the individual needs of participants;  
 will deliver quality training which is effective, proactive, timely and beneficial for 

participants of the community. 
 
 
 
 
 

BLTI Contact Details 
  
Postal Address: P.O. Box 24122 Melbourne VIC 3001 
 
Phone No.: 1 800 608 007 
 
Email: info@BLTI.edu.au 
 
Website: www.BLTI.edu.au 
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Student Code of Behaviour 

The code of behaviour is designed to give every student a clear view of what they can expect from 
Bendigo Livous Training Institute and other students so that all members of our community can benefit 
from a collaborative supportive environment. 

In this environment students can then benefit from the training and teaching and support that BLTI 
provides. 

There are consequences for non-compliance with the student code of behaviour including immediate 
suspension or cancellation in the case of severe breaches and or behaviour that may be construed as 
threatening to the safety of the student, other students or any person on BLTI premises. 

The student code of behaviour requires the following rights and expectation to be 
respected and adhered to at all times: 

 The right to be treated with respect from others, to be treated fairly and without discrimination 
regardless of religion, racial and cultural differences, sexual preferences, age, disability and 
socio-economic status. 

 The right to be free from all forms of intimidation 

 The right to study in a safe, clean, orderly and cooperative environment 

 The right to have any disputes settled in a fair and rational manner (this is accomplished in by the 
Complaint and Appeals Procedure) 

 The right to work and learn in a supportive environment without interference from others 

 The right to express and share ideas and to ask questions 

 The right to be treated with politeness and courteously at all time 

 The expectation that students will not engaged in cheating or plagiarism 

 The expectation that students will submit work when required 

 The expectation that students will be punctual for classes 

 The expectation that students will treat institute staff, trainers and fellow students with respect 
and without discrimination 

 The expectation that all fees will be paid by the due date 
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Application processes and selection criteria 

Selection for enrolment in our courses will be approved for applicants who meet the qualification 
selection criteria which is detailed in individual course brochures in line with Government policy. 

Pre-Training Interview 

As part of the application process, a BLTI representative will walk you through the structure of your 
selected course and complete a pre-training interview with you. 

The primary purpose of this interview is to identify any academic or any special needs requirements you 
may require. 

It gives students an opportunity to voice any concern or volunteer suggestions related to their training. 
Students are encouraged to advise the staff conducting the interview of any previous training activities 
undertaken which may result in Credit Transfer or recognition of prior learning. 

If applicable, the student will be asked for supplementary documented evidence for the course 
previously completed, and or any special needs requirements will be integrated into the student’s 
individual training plan. 

Each student will be given a copy of this training plan; outlined in the training plan is the complete 
schedule of the course. Start and proposed end dates of the course and individual units, training 
methods, school holiday dates and assessment requirements per unit. By signing the training plan the 
student agrees to the delivery information and the time frame allocated. 

BLTI encourage students from all walks of life including those with disabilities (physical, cognitive, 
mental, sensory, emotional, and developmental or some combination of these to apply for our courses. 

The following strategies are applied into class delivery and student assessment to ensure support and 
successful completion to students with special needs; modified learning materials, one on one support 
in practical classes and assessment customisation etc. 

Recognition of Prior Learning 

Assessment including Recognition of Prior Learning (RPL) is conducted in accordance with the principles 
of assessment and the rules of evidence. BLTI will approve Recognition of Prior Learning (RPL) to 
students with suitable prior qualifications or experience once the RPL process has been completed.  

All students will be given the opportunity to apply for Recognition of Prior Learning (RPL) at or prior to 
enrolment, for industry skills or life skills, or where credit or credit transfer may apply. 

Recognition of Prior Learning (RPL) acknowledges the full range of an individual’s skills and knowledge, 
irrespective of how it has been acquired. This includes competencies gained through formal study, work 
experience, employment and other life experiences. 
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What is recognition? 

Recognition involves the assessment of previously unrecognised skills and knowledge an individual has 
achieved outside the formal education and training system. Recognition assesses this unrecognised 
learning against the requirements of a unit of competence, in respect of both entry requirements and 
outcomes to be achieved. By removing the need for duplication of learning, recognition encourages an 
individual to continue upgrading their skills and knowledge through structured education and training 
towards formal qualifications and improved employment outcomes.  

Recognition guidelines 

The following guidelines are to be followed when an application for recognition is received: 

 Any student is entitled to apply for recognition in a course or qualification in which they are 
currently enrolled. 

 Students may not apply for recognition for units of competence or qualification which are not 
included in BLTI’s scope of registration. 

 Whilst students may apply for recognition at any time, they are encouraged to apply before 
commencing a training program. This will reduce unnecessary training and guide the student 
down a more efficient path to competence. 

 Students who are currently enrolled in a training program are eligible to apply for recognition in 
that program at no additional charge. 

 Assessment via recognition is to apply the principles of assessment and the rules of evidence. 

 Recognition may only be awarded for whole units of competence. 

Forms of evidence 

Recognition acknowledges that workplace skills and knowledge may be gained through a variety of ways 
including both formal and informal learning or through work-based or life experience. 

In evaluating assessment evidence, BLTI applies the following rules of evidence: 

 Sufficient, 

 Valid, 

 Authentic, and 

 Current 

Like assessment, recognition is a process whereby evidence is collected and a judgement is made by an 
assessor or assessment team. The judgement is made on evidence provided by candidates of the skills 
and knowledge that they have previously learnt through work, study, life and other experiences, and 
that they are currently using. It also includes evidence to confirm a candidate’s ability to adapt prior 
learning or current competence to the context of the intended workplace or industry. 
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Forms of evidence toward recognition may include: 

 Work records; 

 Records of workplace training; 

 Assessments of current skills; 

 Assessments of current knowledge; 

 Third party reports from current and previous supervisors or managers; 

 Evidence of relevant unpaid or volunteer experience; 

 Examples of work products; 

 Observation by an assessor in the workplace; 

 Performance appraisal; or 

 Duty statements 

Many of these forms of evidence would not be sufficient evidence on their own. When combined 
together with a number of evidence items, the candidate will start to provide a strong case for 
competence. BLTI reserves the right to require candidates to undertake practical assessment activities 
of skills and knowledge in order to satisfy itself of a candidate’s current competence.  

Appealing recognition outcomes - If the student is not satisfied with the outcomes of a recognition 
application, they may appeal the outcome like other assessment decisions.  

 

Credit transfer 
 
National Recognition resulting in Credit transfer 
National recognition (formally mutual recognition) is the recognition by an RTO of an Australian 
Qualifications Framework (AQF) qualification and/or a statement of attainment issued by all other 
Australian RTOs and is an Australian Quality Training Framework (AQTF) registration requirement. The 
intention of this is that it should make no difference where a student has completed a particular unit for 
the purpose of the final award of a qualification. Hence if a unit from another RTO falls under the 
qualification rules (including transitional arrangements) credit must be granted. 
 
When unit codes and titles are different 
If credit transfer is being sought for a unit of competence which has a different title or code, then it is 
necessary to establish the equivalence between the unit held and the unit being sought. In many cases 
this information can be found in mapping documents published in the relevant Training Package or by 
State registering authorities who provide purchasing guidelines or mapping guides. Our administrative 
staff will obtain this information and validate claims of equivalence. 
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As a general guide, if there is no such mapping available then we are not obliged to recognise the unit 
through credit transfer. In these circumstances, the applicant should be referred for recognition in 
accordance with our Recognition policies and procedures. 
 
Evidence requirements 
An applicant will be required to present his or her statement of attainment or qualification for 
examination by BLTI. These documents will provide the detail of what units of competence the applicant 
has been previously issued. Applicants must provide satisfactory evidence that the statement of 
attainment or qualification is theirs and that it has been issued by an Australian RTO. Statements of 
attainment or qualifications should be in the correct format as outlined in the Australian Qualifications 
Framework Implementation Handbook. The applicant is required to submit copies which are certified as 
true copies. 
 
Credit transfer guidelines 
The following guidelines are to be followed when an application for credit transfer is received: 
 

 Any student is entitled to apply for credit transfer in a course or qualification in which they are 
currently enrolled. 
 

 Students may not apply for credit transfer for units of competence or qualification which are not 
included in our scope of registration. 

 

 Whilst students may apply for credit transfer at any time, they are encouraged to apply before 
commencing a training program. This will reduce unnecessary training and guide the student 
down a more efficient path to competence. 

 

 The student does not incur any costs or fees for credit transfer and we do not receive any 
funding for Government funded courses when credit transfer is granted. 

 

 Credit transfer may only be awarded for whole units of competence. Where a mapping guide 
identifies a partial credit, this will not be considered for credit transfer and the applicant will be 
advised to seek recognition through RPL. 

 

 Credit transfer will only be issued when the student’s enrolment includes at least one other unit 
of competence for which the student is participating in training or is seeking recognition. Student 
may not enrol only for credit transfer. 

 

Provision of Education and Training Services 
1. The RTO will adopt policies and management practices which maintain high quality professional 

standards in the delivery of education and training services, and which safeguard the interests 
and welfare of students. 

2. The RTO will maintain a learning environment that is conducive to the success of students 
1. The RTO will have the capacity to deliver courses, for which it has been registered, provide 

adequate facilities and use methods appropriate to the learning needs of students.  
2. The RTO will monitor and assess the performance of its students. 
3. The RTO will ensure that teaching staff are not only suitably qualified but are also sensitive to the 

cultural and learning needs of students, and will provide training for its staff as required. 
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4. Assessment practices will be in line with the national assessment principles. 
 

Recruitment of Students 

Recruitment of students will be conducted at all times in an ethical and responsible manner. All 
prospective students that wish to enrol in a course must complete the Student Enrolment form and pre-
assessment test.  
 
The Student Enrolment form and pre-training assessment have been comprehensively developed to 
ensure that any specific client needs are captured, once the prospective student completes the 
documents and signs the declaration and then submits the documents, they will be reviewed and 
analysed by the Admissions Officer for any specific actions required to meet the client needs. The 
Student Enrolment form includes requests for information regarding: student details, course selection, 
employment background, education background, course credit, student origin, reasons for applying for 
enrolment, student special needs, emergency contacts, student declaration, payment details terms and 
conditions of enrolment. The completed documentation will be maintained within our CMS system and 
reviewed and approved by the admissions officer and final approval by the training manager. Only then 
will enrolment be confirmed with the student. 
 
Online  
Once a prospective learner has selected the qualification they wish to enrol in, they are presented with 
a link to information relevant to the particular qualification and our enrolment form, pre-training 
assessment, Code of Practice, Refund Policy, Complaints and Appeals. To proceed, the person must 
complete the documentation and sign a declaration that they have read and understood the 
information. Only then can they complete the enrolment process. The completed documentation will be 
maintained within our CMS system and reviewed and approved by the admissions officer and final 
approval by the training manager. Only then will enrolment be confirmed with the student. 
 
Offers of course placement will be based on an assessment of the extent to which qualification 
proficiency and aspirations of the applicant are matched by the training opportunity offered.  
 
The RTO will ensure that suitably qualified staff and/or agents assess the education background of the 
intended students, and provide for the training of such staff and agents, as appropriate. The RTO 
observes all modem practices concerning Equal Opportunity issues and makes no discrimination on the 
basis of age, race, gender, or religious preferences in the application and enrolment of students in any 
training course. 

Pre-enrolment Materials 

The RTO will supply accurate, relevant and up-to-date information to prospective students covering, but 
not limited to, the matters listed in this code of practice. The RTO will supply this information to 
students before it enters into written agreements with students and will review regularly all information 
provided to students to ensure its accuracy and relevance. For example, prior to enrolment, the student 
will receive a copy of the student handbook, complaints and appeals procedure, student support 
services, course brochure and any details of services that we consider necessary to support the 
prospective student to make an informed choice.  
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The prospective clients are provided information on programs and competencies on our scope. What do 
we provide? 

1. Program/course guide 
2. Course code, title and currency of the AQF qualification, skill set or VET course to which the 

learner is to be enrolled 
3. Legislative requirements for the course i.e. licensing, regulations, legislation  
4. Duration of program/course 
5. Fees for course 
6. Assessment process 
7. Obligations to learner: 

a. We are responsible for the training and assessment in compliance with the Standards and 
for the issuance of the AQF certification documentation 

b. Will advise learner of any changes to services, including new subcontracting 
arrangements or a change to existing subcontracting arrangements 

8. Details of our complaints and appeals policy and procedures (refer Clause 6) 
9. The educational and support services available to the learner: 

a. The enrolment form and pre-skills assessment will enable us to provide advice to learner 
about the training product appropriate to meeting their needs 

b. language, numeracy or literacy [this service will be an additional fee to student] 
c. duration of the services 
d. expected locations where services are to be delivered 
e. expected modes of delivery 
f. name and contact details of any third party which will provide training and assessment to 

the learner 
10. Career pathways  
11. Possible articulation to higher Education courses 
12. Refund fees procedure 
13. Fees protection 
14. If VET FEE-HELP is offered, full details will be provided in regard debt to be incurred 
15. VET FEE-HELP: we provide details of Study Assist on all our marketing materials so that the 

student may learn more about VFH prior to enrolment: 
http://studyassist.gov.au/sites/studyassist/helppayingmyfees/fee-help/pages/applying-for-fee-
help  

16. Details of any requirements the RTO requires learner to meet to enter and successfully complete 
their chosen training product 

17. Any materials the learner must provide 
18. Information of the implications for the learner either directly or through a third party, the RTO 

provides or directs the learner to information prior to enrolment or the commencement of 
training and assessment, whichever comes first  

19. Any costs associated with VET FEE-HELP, including indexation or interest 
20. Learners accessing any government funding entitlements may reduce their ability to access such 

funding in the future – this information will be provided 
21. Details of the process if the RTO, or a third party delivering services on behalf of the RTO, closes 

or ceases to deliver a unit or units that the learner is enrolled in, the student will receive a full 
refund (or pro-rata adjusted refund), the RTO may also offer the student a transfer to another 
course, this choice is for the student to make (refer refund policy) 

http://studyassist.gov.au/sites/studyassist/helppayingmyfees/fee-help/pages/applying-for-fee-help
http://studyassist.gov.au/sites/studyassist/helppayingmyfees/fee-help/pages/applying-for-fee-help
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22. The terms and conditions of the enrolment application and the availability of the complaints and 
appeals process do not remove the right of the student to undertake action under Australia’s 
consumer protection laws, including but not limited to any statutory cooling-off period – if one 
applies. 

23. Details of any mandatory work placement and who is to arrange this 
24. If we are using a third party to deliver, assess, recruit learners then the advertisement, offer or 

representation will include the name and registration code of our RTO and clearly indicate that 
the third party is not a RTO and the services they are providing. 

The Learners Obligations 

In relation to repayment of any debt to be incurred under the VET FEE-HELP scheme arising from the 
provision of services 
 
The requirements the RTO requires the learner to meet to enter and successfully complete their chosen 
AQF qualification, skill set or VET course.  
 

Privacy Policy 
The RTO will ensure that it respects the privacy of students, prospective students and employers by 
implementing the Privacy Act 1988 (Cth) and the Australian Privacy Principles (‘APP’) which is outlined in 
Schedule 1 of the Privacy Amendment (Enhancing Privacy Protection) Act 2012 (Cth).  
 
The RTO collects personal information solely for the purpose of operating as a Registered Training 
Organisation under the VET Quality Framework administered by the Australian Skills Quality Authority 
who is the National VET Regulator.  
 

Record Keeping 
The RTO will keep complete and accurate records of the attendance and progress of all students, as well 
as financial records that reflect all payments and charges and the balances due. Copies of these records 
will be provided to the student upon formal request. 
 
In the case of an employer providing financial support for training, financial details will not be provided 
to student. 
 
The Student Identifier must be verified before we issue an AQF certification documentation to an 
individual. Where there is no verification of the student identifier there will be no issuance of AQF 
certification documentation. Retrieval of records will be available for a period of 30 years from the date 
of graduation. 
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Study Experience 

Studying and teaching methods 

Your Course Coordinator, Teaching staff and all Administrative staff of the Institute are available to 
provide general advice and assistance with matters such as studying, homework, English language 
problems and learning difficulties. 

Students requiring special or intensive assistance must contact the Course Coordinator or our admin 
staffs who may refer them to external support services if required. 

The Institute will not charge for support services it supplies or for referring students to external support 
services.   Students will have to pay any fees charged by external support services that they use. 

Study Methods 

At Bendigo Institute, much emphasis is placed upon tutoring along the lines of assignments, on research 
and learning to analyse data and present arguments about subject matter, and on being willing to 
defend one’s argument.  

To be a successful student, you will need to adapt to these methods of learning, however BLTI is very 
willing   to help as we offer academic guidance and assistance to develop effective study skills. Many 
lecturers and trainers at the Institute have vast experience in vocational teaching, they understand the 
difficulties in getting used to different study methods and they will be patient in helping you to develop 
new skills. 

Course Delivery 

A number of approaches to course delivery are used by Bendigo Livous Training Institute teaching staffs.  
Course delivery approaches may include teacher led workplace class delivery; workshops; seminars, and 
supervised study. 

During class time students will be expected to participate by, for example, answering questions, giving 
opinions, demonstrating tasks, working with others in groups, making presentations and role playing 
situations. 

All students should ensure they stay on track as planned in their ‘training plan’. 

Course Assessment and Re-Assessment 

A number of approaches to course assessment are used by Bendigo Institute’s staff.  Assessment  
approaches  may include: observation of performance in workplace, workshops; case studies; portfolios; 
assignments; presentations; role plays; written tests, exams and work experience. 
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Qualifications to be issued 

 Students completing all assessment requirements for a qualification will be awarded a Certificate 
corresponding to the completed course. 

 Students completing assessment requirements for part of a qualification will be awarded a 
Statement of Attainment indicating which modules or units of competency they have completed. 

Re-issuing Qualifications 

If the Certificate or equivalent document is misplaced or damaged, the student or prior student should 
contact BLTI to order a replacement. 
 
Please note that BLTI will not re-issue a Certificate or Statement of Attainment. If the original Certificate 
is lost, we will issue a Certified Copy of the original Certificate or Statement of Attainment. 
 
The cost for a Certified Copy of the original Certificate or a Statement of Attainment is $20.00, which is 
to be paid when ordering. It may take up to two weeks for the copy testamur to be completed. 
 

Administration 
BLTI will maintain systems for recording student enrolments, attendance, completion assessment 
outcomes (including Recognition of Prior Learning), qualifications issued, complaints, concerns, appeals 
and the archiving of records.  
 
In the event that the RTO ceases operation, all records of student achievement of awards (Certificates or 
Statements of Attainment issued) for all training covered by the registration, will be forwarded in the 
appropriate format to the regulatory body. 
 

National Recognition 
BLTI recognises Qualifications and Statements of Attainment issued by other Registered Training 
Organisations throughout Australia. The policy on National Recognition clearly states the recognition 
and application process.  Recognition is granted by direct recognition of the competency unit completed 
at another RTO. The applicant must provide original testamurs for verification prior to acceptance of 
recognition. BLTI will record this as a credit transfer against the relevant unit(s). 

Access and Equity 

BLTI has a commitment to the principles of access and equity in vocational education and training giving 
practical expression to the VET Quality Framework and its goal of improving the knowledge, skills and 
quality of life for all Australians. 
 
And having regard to the particular and different needs of target groups and enabling students to 
successfully gain skills, knowledge, experience and qualifications for all types of employment 
irrespective of their age, colour, disability, family responsibilities, gender, race, religion, and sexuality. 
 
In keeping with this commitment, BLTI will strive to ensure that its training and assessment programs 
are relevant, fair and inclusive. BLTI will achieve this by promoting education to the community in a 
manner that includes and reflects the diverse client population, to ensure that all prospective students 
are well informed on the options that are available to meet their individual training needs. 
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BLTI will implement fair educational programs and geographic resource allocation practices to maximise 
the participation of target groups. The RTO will provide culturally inclusive literacy and numeracy 
training that meets individual, community and industry needs. 
 
The RTO is firmly committed to providing equal employment opportunities and educational outcomes 
for all staff and all students. We recognise that these achievements are dependent on the elimination of 
sexual harassment from the working and learning environment. 
 
The RTO recognises that it is the legal responsibility of management to take all reasonable steps to 
ensure that staff and students are not subject to sexual harassment. 
 
We are committed to providing a friendly, educational environment for your time at BLTI.  We 
guarantee you of our full support for the entire duration of your course of study through to your 
completion. 

How do we assist people from equity groups? 

Our Institute is friendly and very supportive of all students. We address support via a number of 
functions including: 

 Provision of a welcoming and supportive environment 

 Induction day where students will meet with trainers, administrative staff, management and the 
CEO. 

 Social inclusion events 

 Diversity in recruitment and selection 

 Offering flexibility in training and assessment 
 

BLTI’s Policy on Equal Opportunity 
The RTO is committed to promoting equal opportunity in its education and employment and does not 
accept any form of discrimination. This ethos is promoted in its principles throughout the organisation. 
The NVR RTO uses a systematic and continuous improvement approach to this policy and will monitor 
and develop in line with feedback from management, industry, staff and students. 
 

Risk Management 
The National Vocational Education and Training Regulator Act 2011 place a major focus on Risk 
Assessment. Risk assessment will determine the level of Regulatory Intervention utilising a Risk 
Assessment Framework (NVETRA Act 2011, s190 pg129). The NVR will complete risk assessment of RTOs 
at initial, renewal to registration and scope application. 
 
The NVR will use a range of indicators: 
http://www.asqa.gov.au/verve/_resources/Risk_assesment_framework_2012.pdf#search=risk to assign 
RTOs a risk rating. 
 

Quality Assurance Policy 
The quality procedures for the training function clearly identify the lines of responsibility and processes 
for managing, monitoring and improving all training and support operations and for reviewing 
student/client satisfaction. 

http://www.asqa.gov.au/verve/_resources/Risk_assesment_framework_2012.pdf#search=risk
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Reporting Relationship 

The Training Manager is responsible for, and reports directly to the CEO of the RTO for all training and 
training related issues. Trainers report directly to the Training Manager. 

Quality Procedures 

Trainer assessors employed or contracted by the RTO must have as a minimum: 
 

 The TAE40110 Certificate IV in Training and Assessment from the TAE10 Training and Education 
Training Package; 

 Be able to demonstrate vocational competencies at least to the level of those being delivered; 
 A qualification to the level being trained/assessed; 
 Be able to demonstrate current industry skills directly relevant to the training/assessment being 

undertaken; 
 Continue to develop their VET knowledge and skills as well as their industry currency and 

trainer/assessor competence; and 
 Retain special qualification/s and experience specified in the curriculum concerned. 

 
From time to time, the RTO may employ specialist trainers, expert in their field, who will train under the 
direct supervision of an appropriately qualified Trainer/Assessor. 
 
Appropriately qualified staff will assess each course applicant to ensure their suitability and capacity to 
benefit from the Training Program. 
 
All students will be provided with the information listed above (Refer Student Information), and receive 
an orientation program prior to commencement of Training Program. 
 
Students and staff will participate in ongoing evaluation of each course for the purpose of improvement 
and meeting client satisfaction. Such an evaluation will be undertaken after commencement and at the 
conclusion of each Training Program. 
 
The Training Manager, will update the Chief Executive of their findings, will review a summary of the 
results of each evaluation. 
 
The Training Manager together with the Chief Executive Officer, determine any action to be 
implemented as a result of evaluation. 
 
The Training Manager will ensure that: 

 All staff are fully prepared for their duty and have access to the current Training Packages, all the 
necessary course material, facilities, equipment and support resources; and 

 Training and assessment occurs in accordance with the requirements of the accredited 
course/endorsed Training Package or customised course. 

Quality Administration 

The Training Manager is responsible for (not exhaustive): 
 Maintenance and safe backup of records and the record keeping system, qualifications issued, 

RPL applications, complaints, concerns, appeals and evidence of quality practices) 
 Ensuring full AVETMISS reporting capability (as required) 
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 Compliance with the VET Quality Framework and Conditions of Registration  
 Achievement of the requirements of training contracts 
 Selection of training staff and maintenance of relevant records;  
 Professional development;  
 Developing Training and Assessment Strategies and aligning them to the needs of clients 
 Assessment, including RPL validations  
 Assessment moderations and evaluation strategies;  
 RPL assessments; and 
 The maintenance of the Scope of Registration including obtaining copyright clearances and 

ensuring courses are current; 
 Applying to the registering body for any extension to scope of registration. 

 

Continuous Improvement Policy 
This policy describes the process by which the RTO will develop and implement written procedures 
relating to continuous improvement of its systems including processes, products and services as they 
relate to compliance with the VET Quality Framework for NVR Registered Training Organisations. The 
RTO collects and analyses stakeholder and client feedback and satisfaction data on the services it 
provides and uses the information to review its policies and procedures, and make changes, 
improvements if warranted. 
 
Internal Audits 

 The CEO and Training Manager will organise the conduct of an internal audit of the RTO every 12 
months as a minimum or more regularly as required, to ensure compliance with the VET Quality 
Framework 

 The Training Manager will report compliance and non compliance issues and steps to be taken to 
ensure compliance 

 The Training Manager must conduct random VET Quality Framework 
 The Training Manager will implement the RTO audit checklist based on the requirements of the 

VET Quality Framework and the performance agreements associated with State government 
funded Training 

 The Training Manager will advise all personnel of the date and purpose of the audit to ensure 
that all necessary documentation is available for audit 

 Where policies and procedures are not being adhered to, the Training Manager will take 
appropriate action to endure those policies and procedures are followed in the future 

 Where policies and procedures are lacking or are no longer appropriate to the RTO operations, 
the audit report recommendations are referred to the Quality Assurance committee for review 

 The RTOs Chief Executive will review the RTOs compliance with the VET Quality Framework and 
Conditions of Registration at least annually. 

A Corrective Action Record (form CG) will be raised and filed in the Quality Compliance Folder for future 
reference. 
 

Compliance with Commonwealth, State / Territory legislation and regulatory 
requirements 
The RTO must comply with relevant Commonwealth, State or Territory legislation and regulatory 
requirements relevant to its operations and its scope of registration. 
 



Bendigo Livous Training Institute Pty Ltd  

T: 1800 608 007 F: +61 3 9923 6582  E: info@BLTI.edu.au W: www.BLTI.edu.au 
Postal Address: P.O. Box 24122 Melbourne VIC 3001 
RTO Number 41152  ACN: 165 552 821  ABN: 88 165 552 821 

 

Page 18 of 26 
 
BLTI Student Handbook 2017 - V1.1 
Implemented: June 2016       Review: July 2017 

The RTO must ensure that its staff and clients are fully informed of legislative and regulatory 
requirements that affect their duties or participation in vocational education and training. 
The RTO identifies and complies with Commonwealth and/or State/Territory legislation on: 
 

1. Vocational education and training 
2. Workplace Health and Safety 
3. Workplace harassment, victimisation and bullying 
4. Anti-discrimination, including equal opportunity, racial vilification, and disability discrimination 

(not exhaustive) 
 
The RTO ensures that its policies and procedures meet the requirements of Commonwealth or 
State/Territory legislation which are relevant to the RTO’s operations. 

Fees Protection 

BLTI warrants that it maintains appropriate retained funds in its bank account to enable continuance 
through to completion of the training and/or assessment once the student has commenced study in 
their chosen qualification or course. These funds are maintained in a separate account from that of 
operational account. Funds are released to the operational account at start of each training semester.  
 
We do not require students to prepay fees in excess of $1500. Prepay means, payments made at any 
time made before, during or after the learner enrols. Prepaid fees include all fees that a learner is 
required to pay, including enrolment fee, tuition fees, material fees and any other mandatory fee 
component. 
 
Noting that we are only required to protect prepaid fees from individual learners and prospective 
learners which does not apply where an employer engages the RTO to provide training and/or 
assessment to its staff. 
 

Fees, Charges & Refund Policy 
The VET Quality Framework and Conditions of Registration require that RTOs protect fees paid in 
advance and have a fair and reasonable refund policy.  
 
We are committed to providing a fair and transparent policy and procedure when dealing with students 
and prospective students in regard fees charged, protection of fees and refunds where warranted. 
 
However, in the case where the student has outstanding debts then the 30 days will not begin until they 
have cleared their debt. A student will not receive their qualification, statement of attainment and 
record of results until the debt is paid. 
 
The terms and conditions of the enrolment application and the availability of the complaints and 
appeals process do not remove the right of the student to undertake action under Australia’s consumer 
protection laws, including but not limited to any statutory cooling-off period – if one applies. 
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Definitions: 

Course Fees - Fees corresponding to a BLTI training program 

Prepaid Course Fees - Fees paid in advance for a BLTI training program 

Course Start Date - the day the course or unit is scheduled to commence as indicated on this form 

Course Maximum Duration - BLTI nominated course duration as indicated in course information and 

on BLTI online enrolment form 

Course Expiry Date - Course Maximum Duration added to Course Start Date 

Study Period - Unless otherwise specified, is equal to ten weeks or one term 

Course Commencement Date - the day the course or unit is scheduled to commence in a study period 

Refund Application Date - the date on which the submitted refund application form is received by BLTI 

Provider Default- when BLTI does not complete the provision of a training program for a specific study 

period(s) 

1.1 All fees and charges information relating to a course must be clearly accessible and 

available to the prospective student prior to entering into enrolment with BLTI. 

1.2 Information about fees must be clearly expressed and in language that clients understand. 

All fees and charges must be included in this information, including possible fees and charges, 

such as RPL charges and additional charges imposed if the learners do not successfully 

complete their programs. 

1.3  A concession rate is available Fee concessions are available for all indigenous students and 

other students enrolled in an eligible course of study who hold a valid: Commonwealth Health 

Care Card (and dependent spouse or dependent child of the card holder) Pensioner Concession 

Card (and dependent spouse or dependent child of the card holder) Veteran’s Gold Card . If you 

are eligible for a fee concession, you MUST present your valid concession card at the time of 

enrolment. Concessions will not be applied after your enrolment. 

 

2.0 Invoicing of Course Fees 

2.1 On enrolment, a student will take up one of the following payment options: 

Pay the full amount of fees and charges, either by cash or EFTPOS or by credit card. 

Present a signed authority from an employer/JSA to invoice the employer/JSA for the student’s 

fees and charges. 

Avail of the instalment payment plan approved by the Managing Director. 

A student who fails to take up one of the above option will not be enrolled. 

2.2 Installment fees information for course fees shall be calculated for each course for each calendar 

year and clearly indicated to students prior to enrolment and as part of the Written Agreement 

2.3 The course fee corresponding to a billing period is due to be paid on the first day of the billing period 

which corresponds to commencement date of the training program for that period. 

2.4   In the event that a student abandons their course, all outstanding fees due remain payable to the 

Institute. 

2.5 The college reserves the right to take any action it deems necessary if payments are not paid in 

accordance with the Enrolment Agreement. 

 

3.0 Collecting and Protecting Prepaid fees 

3.1 Prepaid student course fees are held by BLTI in a designated student account. These fees are secured 

and are not to be used for any other business purpose prior to the commencement of the study period 

which the fees correspond to. 
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3.2 The balance of the designated student account shall not be less than the sum of all prepaid course 

fees for future study periods. 

 

4.0 Course Transfer 

4.1 A Student wishing to transfer to another course from one in which he/she is currently enrolled may 

do so subject to the following conditions: 

Instalment payments are up to date and there are no other overdue monies owing to BLTI 

Student agrees to pay any difference between your original Course Fee and the new Course Fee 

4.2 Any remaining credit on your behalf may be used towards further BLTI Courses, but will not be 

refunded. This credit may only be utilised prior to the expiration of your Course 

4.3 The request to transfer Courses must be lodged in writing 

4.4 Only one (1) transfer is permitted per Course enrolment. 

 

5.0 Other Fees and Charges 

5.1 Enrolment Fee: as indicated on BLTI website course information page for this course 

5.2 Materials Fees: as indicated on BLTI website course information page for this course 

5.3 RPL Fee: Please refer to the individual course information on the BLTI website. 

5.4 Qualification or Statement of Attainment Reissue Fee: $50 

 

Refunds 

       1.0 Refund application must be made in writing on a form provided by BLTI. 

1.1 A written explanation as to how the refund was calculated and a copy of the refund agreement that 

was signed by the student must accompany student refunds. 

       1.2 The Managing Director must approve student refunds. 

1.3 Details of refunds provided must be maintained in individual student files. 

1.4 If not eligible, inform the student of the reason, and how to proceed to appeal the decision. 

1.5 BLTI will refund prepaid course fees according to the criteria outlined below 

1.6 It is not BLTI policy to refund any part of course fees for a course or unit of study on or after the 

course commencement date for the corresponding study period. The only exception to this is in the case 

of provider default, where BLTI does not complete the provision of a training program for a specific 

study period. In this case, the course fees corresponding to the discontinued training program for that 

particular study period or periods are refunded in full. 

1.7 BLTI will refund monies corresponding to successful applications no later than 4 weeks after the 

Refund Application Date into the account nominated on the refund application form. 

  

Refund Table: 

When the refund application date is more than 30 

calendar days or more prior to the course 

commencement date 

Full refund of Prepaid Course Fees less 10% for 

administrative expenses 

When the refund application date occurs within 30  

calendar days prior to the course commencement date 

30% of tuition fees will be deducted from the 

full fee applicable for the course 

When the refund application date occurs on or after 

course commencement date 

No refund 

Provider default during study period 

  

BLTI will refund the tuition fees for the portion 

of the course not delivered or assessed when it 
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  fails to meet its obligations 

Provider default to provide the course for which the 

original offer was made 

Full refund 

Breach of written agreement: When during a study 

period a student's enrolment is cancelled due to a 

breach of his/her written agreement with BLTI 

No refund 

 

Complaint and Appeals 
Student can access complaints and appeals process at any time during the course of their enrolment. 
The form can be downloaded off the BLTI website or emailed to info@blti.edu.au. 
 
What is the Complaint, Concern & Appeal Handling Process? 
The NVR RTO provides appropriate mechanisms and services for learners to have complaints and 
appeals addressed efficiently and effectively. The RTO will act on each substantiated complaint or 
concern or appeal. 
 
The RTO will carry out the complaint, concern handling process and appeal process as quickly as possible 
given the individual circumstances of the complaint, concern or appeal. The RTO will act on each 
substantiated issue. This process will be at little or no cost to the student. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

INFORMAL  COMPLAINT 
Attempt to resolve the grievance informally by contacting your Trainer 

 

If the issue in not resolved the student may make an appointment to discuss it 

FORMAL COMPLAINT 
If the issue is not able to be resolved informally the student may present his or her case, at 

no cost, formally by lodging a complaint in writing. This is done by requesting to complete 

a Formal Complaint  and Appeal Form. 

Once the Formal Complaint and Appeal Form is completed and submitted to the Student 

Manager, an appointment will be made where appropriate for a meeting with the Student 

Manager to discuss the complaint and attempt to resolve it. Please remember, students may 

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

EXTERNAL APPEAL 
Advise all parties of the Appeal Process and/or any external organisations to whom they may 

lodge a complaint: ASQA complaint page: http://www.asqa.gov.au/complaints/making-a- 

http://www.asqa.gov.au/complaints/making-a-complaint.html
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Students Deemed Not Yet Competent 
Students that have been deemed Not Yet Competent on their final assessment task will be provided one 
more chance to submit their work for reassessment. This must be resubmitted within 1 week of 
notification of result. Extensions may be provided for compelling circumstances, refer to the Training 
Manager for more details. 
 
The result will be graded as either Competent or Not Yet Competent. 
 
Students that have been deemed Not Yet Competent on completion of training and assessment, have 
the option to re-enrol in the course, full fees will apply.  

What is the RTO'S Policy on Confidentiality in its Complaint Handling System? 

A conflict often arises when people want to make complaints but do not want the people about whom 
they are complaining to know. On the other hand, it is difficult for an employer to take action against an 
alleged discriminator/harasser unless it can put full details of the complaint to them. 
 
The RTO wants to prevent any discrimination, harassment, victimisation, vilification or bullying occurring 
and to stop any discriminatory, harassing, victimising, vilifying or bullying conduct. It also wants to give 
workplace participants an opportunity to discuss any issues impartially and confidentially, otherwise 
workplace participants may not feel free to seek assistance or obtain information. 
 
The RTO also has legal obligations outside anti-discrimination laws to ensure a safe workplace and a safe 
system of work. In trying to balance these competing considerations, the RTO will so far as is possible 
respect a wish for confidentiality. For example, the RTO may not take specific action against the alleged 
discriminator/harasser because the substance of the allegations cannot be established/validated and 
procedural fairness cannot be afforded. In these types of situations, the RTO would only be able to take 
general preventative action and monitor the situation. 
 
However, there will be times when this may not be possible and due to the nature of the complaint the 
RTO may be required to act on the information provided. 
 

Marketing of Education and Training Services 
The RTO will market its educational services with integrity and accuracy, avoiding vague and ambiguous 
clauses. No false or misleading comparisons will be drawn with any reference to the provider or course.  
 

Workplace Health and Safety Policy 
 
Policy statement 
Providing and maintaining a healthy and safe work environment is a leadership responsibility. Ongoing 
support of the RTO’s Health and Safety program is the responsibility of everyone. 
 
Support Services – including student safety 
The RTO will provide adequate protection for the health, safety and welfare of students and, without 
limiting the ordinary meaning of such expression, will include adequate support services in terms of 
academic, personal and career counselling.  
 
All students receive an induction prior to starting formal training. This session covers in detail areas of: 
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 Information about our College 

 The Qualification you are enrolled in 

 The Student Body 

 Referrals to language, literacy and numeracy (LLN) programs 

 Staff and Services 

 Support Services and study skills programs 

 Important Details 

 Flexible scheduling and delivery of training and assessment 

 Admissions 

 Health & Safety 

 Information and communications technology support 

 Study Requirements 

 Plagiarism & Cheating 

 Complaints & Appeals 

 Contacts 
 
Trainers are available at the end of class for up to half an hour with regard discussion on the course and 
any other support requests – if the trainer deems it necessary he/she will direct student to course 
coordinator or student support officer. 
 
We have a fulltime student support officer whose primary role is to help students with support and 
assistance. The student support officer is available by appointment. If the student support officer is not 
available and the matter is urgent the student may also speak with the course coordinator. 
 
The RTO reserves the right to terminate the training for any student that: 
 

 Deliberately endangers the health and safety of another student or trainer 
 Has not attended scheduled training sessions for two or more consecutive sessions without first 

giving at least 48 hours notice prior to cancelling the scheduled session(s) 
 Deliberately falsifies or changes documents and/or assessment and training outcomes either 

personally or via other person/s 
 Divulges personal and confidential information pertaining to another student's documents and 

or assessment and training outcomes 
 Refuses to abide by the students responsibilities as outlined in "The Rights and Responsibilities of 

Students" 
 Breech the rights of copyright owned by the RTO on any material that is given to the student for 

use during the course 
 Prevents in any way another student from completing or continuing their training / course in the 

reasonable peace and privacy assured them by the RTO Code of Practice 
 Commits Plagiarism 
 Cheating 
 Refuses to act according to the reasonable restrictions placed in training venues. E.g. smoking 

policies, parking, access, etc. 
 
The consequences of being caught plagiarising or cheating may include: repeating the entire unit, 
suspension from course and possible cancellation of course which will affect the student’s visa. 
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At induction, students are provided training on how not to plagiarise or cheat. 
 
Similarly, any trainer employed by the RTO that violates any student rights or engages in any activity 
that causes disadvantage to any student will be subject to dismissal. Student should take note of all 
complaints procedures and whenever in doubt should contact the Training Manager to arrange a 
confidential interview to discuss their concern or complaint. 
 

Training Environment 
The RTO undertakes to: 

 Comply with all laws relevant to the operation of a training premises including occupational 
health and safety and fire safety regulations 

 Ensure the training premises are of adequate size and have adequate heating, ventilation, 
cooling and lighting; and 

 Ensure that training facilities, equipment and other resource materials are adequate for the 
Scope of Registration and are maintained in good order and repair. 

 

Performance Management System 
The RTO has implemented a Staff Development Policy which allows for accurate measurement of each 
member of staff’s effectiveness, and ability to provide service to the internal and external clients within 
the resources and constraints that preside. 
 
The concept of this system will highlight where a process has fallen or not met expectations due to a 
variety of reasons including, but not limited to: 

 Lacking skill base of the employee; 
 The process was not complete; 
 The procedure no longer meets the requirement; and 
 A lack of understanding in the processes. 

 
Once this has been highlighted a process of rectifying the issue would be implemented resulting in and 
not limited to the following possible remedies: 

 Implementing a training and development program; and 
 Evaluation of the procedure. 
 

The aim of the program is to adjust policy and processes in meeting the needs of the employer, 
employee, and the requirements of the clients. Within this realm the RTO is committed to the 
development of all staff within the area of duty. The area of duty is the development of the skills and 
abilities for individuals to be able to carry out the assigned tasks and duties within their Position 
Description. 

Staff Development Policy 

The RTO is committed to the training and development of all employees for the betterment of 
individuals, clients, and the company as a whole. 
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Rights and Responsibilities of Training Providers 
The RTO will: 

 Maintain adequate and appropriate insurance including public liability and work cover; 
 Notify ASQA within 14 days of the ratification of any third party agreements. The details 

provided will include: other party details and date of signing agreement.  
 A register of agreements would be developed to maintain control of agreements and currency. 
 Advise ASQA in writing within 10 working days of any change to the information contained in the 

Registration/Endorsement application; and 
 Allow ASQA or its agent’s access to training records, delivery locations, staff or students for the 

purposes of auditing performance or verifying compliance with the conditions of registration. 
 
The RTO is committed to the ongoing continual improvement of its organisation and as such provides 
considerable information to assist in ensuring that every possible support is provided to persons 
undertaking training with the organisation.  
 
In the event there are any changes to agreed services, we will advise the learner as soon as practicable, 
including in relation to any new third party arrangements or a change in ownership or changes to 
existing third party arrangements. We will try to avoid any unnecessary impact upon our students. 
 
The RTO undertakes to ensure the provision of: 

 Support for students as documented in Student Rights and Responsibilities; 
 Quality of training and trainers commensurate with course level and content; 
 Accredited training that is Competency Based and has a Competency Based Assessment 

procedure; and 
 A step-by-step RPL process and policy. 

 
Training Resources 
The RTO has a comprehensive range of available resources, and brochures to support the delivery of 
assessment and training for all programs offered. 
 

Student Information 
The information provided to students will be accurate, relevant and up-to-date. This will as a minimum 
include: 

 Scope of Registration 
 Application processes and selection criteria 
 Facilities and equipment  
 Competencies to be achieved during training  
 Assessment procedures 
 Qualifications to be issued on completion or partial completion of a course; and  
 Student support services. 

Policies and Procedures for: 
 Recognition of Prior Learning  
 Student Complaints, Concerns and Appeals  
 Fees and Refunds. 
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Student Rights and Responsibilities 

Students are protected under legislation governing Training Providers. Students are entitled to the 
following for all accredited training undertaken: 

 To receive Competency Based Training and Assessment at the AQF level enrolled 
 To receive Training and Assessment in line with the VET Quality Framework 
 To have the training delivered in comfortable, well, appointed accredited venues with 

appropriate resources and facilities suit the needs of the training course 
 To receive Equal Opportunity practices from the Training Provider 
 To receive support in learning by having an accessible contact person and number who will assist 

in clarifying any assessment and pre session tasks; and 
 To have the trainer hold the appropriate qualifications and industry current experience relating 

to the level of your course. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


