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ACFE programs at Diversitat are supported by the  
Victorian Government.

Training at Diversitat Training is delivered with  
Victorian and Commonwealth Government funding  
for eligible participants.

Diversitat Training Scope of Registration 
Qualifications

Qualification 
Code

Qualification Title

AHC30716 Certificate III in Horticulture

BSB42015 Certificate IV in Leadership and Management

BSB51915 Diploma of Leadership and Management

BSB61015 Advanced Diploma of Leadership and 
Management

CHC30113 Certificate III in Early Childhood Education  
and Care

CHC30213 Certificate III in Education Support

CHC32015 Certificate III in Community Services

CHC33015 Certificate III in Individual Support

CHC40213 Certificate IV in Education Support

CHC40413 Certificate IV in Youth Work

CHC42015 Certificate IV in Community Services

CHC43115 Certificate IV in Disability

CHC43215 Certificate IV in Alcohol and Other Drugs

CHC43315 Certificate IV in Mental Health

CHC50113 Diploma of Early Childhood Education and Care

CHC51015 Diploma of Counselling

CHC52015 Diploma of Community Services

CHC53215 Diploma of Alcohol and Other Drugs

CHC53315 Diploma of Mental Health

CUA31015 Certificate III in Screen and Media

Accredited Courses

Qualification 
Code

Qualification Title

10361NAT Course in Preliminary Spoken and Written English

10362NAT Certificate I in Spoken and Written English

10363NAT Certificate II in Spoken and Written English

10364NAT Certificate III in Spoken and Written English

10365NAT Certificate IV in Spoken and Written English  
- Further Studies

22236VIC Certificate I in General Education for Adults

22293VIC Certificate I in Initial Adult Literacy and Numeracy

22294VIC Course in Initial Adult Literacy and Numeracy

22301VIC Certificate I in Transition Education

22302VIC Certificate I in Work Education

22333VIC Certificate I in Developing Independence

Adult, Community and Further Education (ACFE) funded 
pre-accredited programs

Program Title

 Basic Sewing

 English Class

 Intel ® Easy Steps Introduction to Computers

 Introduction into Sound Production

 Introduction to Cabinet Making

 Introduction to Community Services

 Introduction to Radio Broadcasting

 Introduction to Sewing

 Parents and Tots

 Prepare for Employment

 Return to Study

 Safe Driving Program

 Study Support Skills

 Try a Trade

 Youth Connect

 Youth Engagement
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Diversitat Training  
Contact Details

Head Office and Reception

7-9 Ryan Place, Geelong VIC 3220

Phone: (03) 5246 9600

Email: training@diversitat.org.au

Postal Address

PO Box 4118, Geelong VIC 3220
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Welcome and thank you for choosing Diversitat Training to help you take the 
next step towards your future. As leaders in working with people from diverse 
backgrounds we have vast experience supporting people with barriers to 
education. We hope that you enjoy your studies at Diversitat as you strive to 
reach your full potential.

This handbook offers an insight into the variety of services available to assist you 
during your studies.

If you have any other questions we would be glad to help. Please give us a call, 
send us an email or visit us at 7-9 Ryan Place, Geelong. We trust that your time 
studying with us will be a positive experience as we help you take that step in 
following your passion. Your future starts here.

Garry Gow

General Manager - Training & Education

Our Vision: To empower individuals 
and communities to reach their  
full potential. 

Our Values: Dignity, respect and 
acceptance are basic values 
defining our humanity and must  
be afforded to every individual in 
our society.

Welcome to Diversitat Training
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Getting Started

Study Options – Classroom 
based and Traineeships
Classroom Based Learning

Choose from a large range of courses on offer at Diversitat. 
Learn face to face with our highly experienced trainers, 
eager to share their vast knowledge and experience of 
their industry. At Diversitat we will help you reach your full 
potential and help you to make your career goals a reality.

Study at Work – Workplace Based Traineeships

Choose from our large range of traineeships to further your 
skills – while you work.

That’s right – no going to classes because our trainers 
come to you.

A trainer comes to your workplace to train you either once 
a month or once a fortnight (depending on how fast you 
would like training to be completed). Customised training 
programs can be structured to meet your needs and the 
needs of your organisations. You may be able to choose 
either one-on-one or group training.

Qualifications

We aim to give you high quality training with skills 
employers are looking for. We want your training to lead to a 
job, not just a certificate.

We will ensure all qualifications issued are those that 
are currently on its scope of registration and certify 
the achievement of the relevant AQF qualifications and 
statements of attainment. 

The relevant funding source statements will be applied to 
all Certificates and Statement of Attainments as required 

per Skills Victoria VET Funding Contract and compliance 
regulations.

If you partially complete the course, a Statement of 
Attainment will be issued listing units of competency 
successfully complete. This statement can be used at a 
later date to claim credit should you wish to return to your 
studies.
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Section A 
Training and Assessment

What is Competency Based 
Training?
Accredited training programs are competency-based. 
These programs are designed to assist you to develop and 
demonstrate competencies that are required to succeed 
in the workplace. You learn to apply specified skills and 
knowledge to be effective in an industry, an industry sector 
or enterprise.

Competency based training and completion focuses on 
what you can do in the workplace as a result of completing 
a program of training.

Features of Competency-Based Training include:

• Theory combined with work-based performance/
practice. 

• Detailed training materials designed to support the 
acquisition of skills.

• Appropriate training methods that align with your 
particular style of learning

• Learning that has already been attained is recognised 
and assessed before commencing a program. 

• Flexible training approaches: group, individual, self-
paced, online supported (blended)

• Acknowledging adult learning principles and individual  
learning styles.

• Satisfactory completion of training based on 
achievement of all specified competencies.  

Competency-Based Assessment

Competency is assessed by comparing the units of 
competency with your performance and ability to apply 
skills and knowledge in a range of routine and non-routine 
situations.  Your ability to perform in a range of situations 
forms part of assessment and you must be able to 
demonstrate:  

• Skills to complete tasks to the required standard.  
• Skills with managing a number of different tasks at 

once to complete the whole job function.
• The ability to respond to problems and unforeseen 

events when completing a task.  
• The ability to transfer skills and knowledge to different 

contexts/environments.  
• The ability to appropriately deal with the responsibility 

and expectations of the work environment such as 
working with others, interacting with clients and 
following procedures.  

• The ability to show employability skills and to perform 
at a certain level as outlined in the competency 
standards. The employability skills are: Communication, 
Teamwork, Problem-solving, Initiative and enterprise, 
Planning and organising, Self-management and 
Learning and technology.   

Diversitat Training will use a range of learning and 
assessment methodologies to ensure you are able to 
gainfully participate in and maximise learning opportunities 
throughout you training.

How will I be assessed?

Assessment is based on competency and the methods you 
will be assessed may include;

• written
• verbal
• observation
• product/portfolio
• work placement
• workplace

Mandatory due dates will be set for all assessments. 

If you cannot hand your assessment in by the due date, 
you must speak to your trainer prior to the due date and 
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complete a Request form Extension form.  If this is not 
completed, you will be deemed as not satisfactory for that 
attempt. All students are obliged to three attempts of each 
assessment.

It is your responsibility to keep a copy of your submitted 
work. Please note Diversitat Training does not have the 
facilities to allow you to copy your assessments.

At the commencement of each unit you will receive an 
outline summarizing the performance and knowledge you 
can expect to attain on successful completion of each unit.  
The performance and knowledge you can expect to attain 
and the methods in which you will be assessed will be 
explained to you prior to commencing a unit. 

The assessment process is continual - before, during and 
after training, to allow a trainer to assess all aspects of 
competence across a range of situations, and over a period 
of time.

Assessments will be resulted;

• Competent - resulted when the student demonstrates 
the ability to perform skills and tasks that meet the 
training package requirements and industry sector 
standards.

• Not Yet Competent - awarded when the student does 
not have the ability to perform/demonstrate skills and 
tasks that meet training package requirements and 
industry sector standards. 

• Credit Transfer - If you have studied before, you 
may be eligible for credit transfer of units if you have 
studied before.   

• RPL - granted when the student successfully completes 
an RPL assessment for the unit of competency through 
the skills recognition pathway

Competency standards are made up of units of 
competency (which themselves are made up of elements 
of competency and performance criteria), performance 
evidence, knowledge evidence and assessment conditions. 
Competency results will be recorded for you. 

If work is assessed as not yet satisfactory, you will have two 
further opportunities to re-submit assessable work or re-sit 

an assessment task within a time frame set by your trainer. 
Workplace based re-submission dates are to be negotiated 
with your trainer and employer.

If after three attempts at an assessment you have been 
deemed not yet competent, you have the option to re-enrol 
in the unit.  The cost to re-enrol will be based on individual 
circumstances, this will be discussed with manager.

All work you submit, including assessments, provides 
evidence of your participation in training and assessment 
services. To be valid, all work submitted must contain;

• your full name and/or identification number
• the unit code and title and a date.

Assessments can be submitted by signing in at Diversitat 
Training reception or emailed to Diversitat via our Central 
Claiming department at centralclaiming@diversitat.org.au

Please Note the following: 

• It is your responsibility to retain a copy of your 
assessment. You will receive feedback from your 
trainer and if your assessment is not satisfactorily 
completed, you will need to re-submit. 

• If you are absent on a day where an assessment is to 
take place, or work is to be handed in, please notify 
your trainer or the Diversitat Administrator.  You may 
also need to provide a medical certificate or statutory 
declaration outlining the reason for your absence.

• It is your responsibility to collect any handouts and 
information and to undertake any study of the material/
unit that was missed due to absence from class.

Appropriate qualified assessors will be responsible for 
assessing your competence.

Assessors are required to:

• Inform you of the Credit Transfer and Recognition for 
Prior Learning (RPL) processes prior to enrolment 

• Consider your needs in the assessment process and 
apply reasonable adjustment to assist you if required 

• Ensure you are fully informed of the assessment 
process and performance expectations before 



9

Student Handbook 2018

RTO 5819  |  CRICOS provider number: 03369J

undertaking assessment.
• Inform you about the assessment process, including 

how you will be assessed and what is expected to  
before undertaking an assessment 

• Ensure that the appeals process is always available to 
you

• Be fair and reasonable during assessment and work on 
merit, demonstrating no victimisation nor discrimination

• Advise students, with sufficient time, regarding the up 
and coming assessment

• Make reliable and consistent assessment decisions 
across different students and different assessors

• Be proficient in the field of study, with relevant industry 
experience 

• Record individual student assessment results as 
assessments are undertaken,

Refer to Assessment Policy located in this handbook

Students are required to:

• Consult with your assessor prior to the assessment 
date if you do not feel that you are ready to do the 
assessment at the assigned time. A future assessment 
date may be arranged.

• be aware of all requirements to be deemed competent 
in a unit of competency.

• be aware of the process for seeking assistance and 
advice, in particular, in relation to problems in meeting 
assessment timeframes, withdrawal from a course and/
or unit of competency and special consideration due to 
illness or other

• submit original work and avoid plagiarism, cheating or 
collusion. (not lend your work to another Student)

• accept fair, helpful and timely feedback on assessment 
tasks including evaluation of performance and 
progress in the course and/or unit of competency.

• be aware of the Complaints and Appeals Policy 
and Procedure which includes the procedures for 
appealing academic decisions, as outlined in this 
handbook.

Course duration and class size 

All enrolments have a maximum duration and students 
need to complete the course within the specified enrolment 
duration. Students who do not complete all units within the 
maximum timeframe will receive a Statement of Attainment 

listing the units they have completed at no additional cost. 
Your enrolment begins from the course commencement date.    

Course progress

For you to succeed, to stay on the right track and not fall 
behind, we encourage you to attend all scheduled classes.  
We understand this is not always possible due to sickness, 
family issues and/or casual employment, however if you are 
unable to attend a class/training session, you are required 
to contact the Diversitat Training office to advise us of your 
non-attendance for that day. If you are going to be absent 
for an extended period, please discuss this with your 
Trainer.

Your progress will be monitored by the Trainer/Assessor 
who will meet with you on a regular basis to review your 
progress and where necessary, develop and implement an 
individualized plan to support your successful completion.  
If you need support to succeed, we will provide you with 
access to the required support throughout your training. 

Work Placement 

There are various qualifications that require work placement as 
a compulsory component of training and assessment. 

The placement forms part of your course and must be 
completed for you to finish your course. Work placements 
provide an ideal opportunity to put into practice the skills you 
have learnt during your time in the classroom. 

Diversitat Training will organise a work placement. You will 
be asked for your preferences regarding time and location, 
but there is no guarantee you will be able to get your first 
preference. 

You will be given a Work Placement Workbook which will 
contain placement information and assessment tasks to be 
completed while you are on placement. 

You will be provided with an industry learning environment and 
will have assessments linking to multiple units of competency 
that they will need to complete during placement.

Working with Children

If the qualification you enrol in requires practical training in 
a workplace where children (under 18 year) are likely to be 
present and to have contact with a child as part of the usual 
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duties associated with the work placement, you will be required 
to have a current Working with Children Check as required by 
the State of Victoria

Eligibility for participation in some programs is determined on 
the basis of information obtained through screening checks. 
You will receive further detail as part of your enrolment 
process.

National police check

If the qualification you enrol into requires work placement 
as a compulsory component of training and assessment, it 
is now a mandatory requirement to have a valid and current 
national police check across many industries. You will 
be required to undergo a national police check, prior to 
commencing work placement

Student Support
Our trainers and assessors are available to help you be 
achieve success with completing your course.

If you are having difficulties with the course material, 
managing your time and commitment to your course, or any 
other academic related matter, do not hesitate to speak with 
our staff and ask for guidance.

If you require support to achieve your qualification, this will 
be discussed with you during your application for enrolment 
and a support plan will be created to ensure you are 
enrolling in a qualification that;

• is the most suitable and the best training option for you
• the proposed learning strategies and materials are 

appropriate for you

You may find that you require support after training has 
commenced, please do not hesitate to contact your trainer 
in the first instance if you believe that you need additional 
support or would like to discuss any matter that may be 
hindering your studies.

Student Engagement Coordinator

Diversitat Training has a dedicated Student Engagement 
Coordinator to provide clarification, guidance and support 
throughout your time with Diversitat.  If there are any 
issues in your life impacting your ability to progress in your 
course then assistance is readily available from our Student 
Engagement Coordinator. 

Reasonable adjustment

We make reasonable adjustments in our programs to make 
sure that if you have a disability, you will have;

• the same learning opportunities as learners without a 
disability

• the same opportunity to perform and complete 
assessments as those without a disability

Adjustments may be made if you have:  

• English as a second language 
• Language, literacy or numeracy needs 
• Sensory diminished capacity 
• Physical or intellectual disabilities.  

Modification or adjustments may be made to the: 

• Learning materials and methods suitable to the student 
• Physical environment and equipment 
• Alternative assessment conditions 
• Modification of unit-related learning activities
• Evidence gathering techniques  
• Extension of submission dates for assignments
• Other modification of assessment procedures
• Use of support service, eg. Note taker

If you require support in any way, please contact the 
Student Engagement Coordinator, your trainer or a 
Diversitat staff member at any time throughout your course.

Student Surveys, Feedback & Suggestions

Diversitat is committed to providing quality training and 
assessment as well as to the collection of your feedback 
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and suggestions. Hearing about how we can make your 
training experience better is important to us.

You will be provided with opportunities to provide us with 
your feedback and suggestions at commencement, midway 
ant at the completion of your course, through student 
surveys and discussions with Course Coordinators.

A SWOT (Strengths, Weaknesses, Opportunities and 
Threats) discussion will be held with your VET Manager at 
the end of the course.

Topics covered in these relate to the enrolment process, 
the suitability of the location, resources and equipment, the 
quality of training, your trainer/s, and support received.

The results of surveys are reviewed and included in an 
action plan to improve your experience and assist Diversitat 
to be the best it can be.

You may also be contacted to participate in a survey 
conducted by NCVER or a Department-endorsed project, 
audit or review relating to your training. This provides 
valuable feedback on the delivery of VET programs in 
Victoria. Please note you may opt out of the NCVER survey 
at the time of being contacted.

You may provide their feedback to your trainer/assessor 
informally and also to put any feedback in writing through 
the Feedback page on the website. https://training.
diversitat.org.au/feedback/

All suggestions and feedback will be reviewed at regular 
staff meetings and evaluated for action.

Computers/ WiFi

We will provide computers and tablets in class to assist with 
research where required. You will be able to access WiFi 
while in class. The WiFi password will change each day and 
your teacher will provide you with the new password each 
class. If you prefer to use a tablet or laptop to take notes in 
class, you can Bring Your Own Device (BYOD).

Facilities

Our training rooms have free tea and coffee with kitchen 
facilities including a microwave and vending machines. 

There is also a foyer with table and chairs for students. 
Please note that smoking is not permitted on campus 
grounds.

Completion

If you successfully complete nationally accredited course, 
you will be issued with an appropriate Qualification 
Certificate or Statement of Attainment, under the specific 
requirements set by the Australian Qualifications Framework 
(AQF). If you complete non-accredited training you will 
receive a participation award. 

Your award will be issued within four weeks of completion 
of the training program if your fees have been paid in full 
final assessments have been handed in.

The cost of producing a Qualification or Statement of 
Attainment/Participation is covered by course fees, 
however, there is a charge for re-issuing lost or damaged 
certificates. Please allow a minimum of two weeks to 
produce and send the replacement documents.

Full payment is required in order to receive your 
qualification/statement of attainment. 

Consumer protection and accurate and clear marketing

Diversitat markets and advertises our products and services 
in an ethical manner and with integrity, accuracy and 
professionalism.  We do not engage in false or misleading 
advertising, promotion or recruitment. 

Our ethical attitude to marketing and publishing our courses 
ensures we do not take advantage of any prospective 
students vulnerability (including age, disability or illiteracy).

All standard courses are published on our Diversitat 
website and our profile can be viewed through the Victorian 
Skills Gateway (Victorian Government Education and 
Training website).

We will always gain a client’s written permission before 
using information about that individual in any marketing 
materials.
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Section B
Student application and enrolment

01
Decide what course you would like to do. Not sure? We can help you, just give us a 
call 5246 9600.

02
We will send you an email with the Application form, which can be 
completed online.

03
We will send you an email with a link to log in and complete your Literacy and 
Numeracy Assessment. This assessment is a requirement by the government and will 
help us determine if this course is suitable or if you may require extra support.

04
Once your application has been approved, we will book in an appointment time to 
finalise your enrolment. this will occur at a maximum of 6 weeks prior to the courses 
start date. You will be notified about what you will need to bring to this appointment.

7
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Applying for a course at 
Diversitat Training



13

Student Handbook 2018

RTO 5819  |  CRICOS provider number: 03369J

What you need to know before 
applying
Diversitat Training is firmly committed to achieving best 
practice in the provision of education and training. 

We do not discriminate on grounds of gender, ethnicity, 
religion, disability, political belief, family responsibility, 
sexuality, social or educational background and welcome all 
applicants.

We are committed to ensuring that the student selection 
process is fair and equitable and consistent with workplace 
performance, competency level and the requirements of 
the government specified Training Packages and relevant 
curriculum requirements. 

If you wish to appeal an enrollment decision please refer 
to the Complaints and Appeals Process located in this 
handbook.

Pre-Training Review (pre-
enrolment process)
To ensure that you enrol in a course that is the most 
suitable and appropriate and one that will offer you the 
best opportunity for success, prior to enrolment you will 
be required to undertake a Pre Training Review, which 
includes;

Pathways conversation 

We will discuss with you and record your responses;

• your aspirations and interests and consider how this 
will lead you to the job you want or to further study

• the skills, experiences and education you already have
• how your language, literacy and numeracy skills will 

best suit the course 
• how we can ensure the learning strategies and 

materials suit you
• If you need support with access and the use of technology 

• How you prefer to study 
• If you need any other support to help you succeed. 

Foundation Skills Assessment (assessment of your 
language, literacy and numeracy skills)

The Foundation Skills Assessment Tool (FSAT) is an 
interactive online tool designed to identify and measure 
your foundation skill levels. These skills include language, 
literacy and numeracy; skills that are fundamental to 
participation in the workforce, the community and in adult 
education and training.

The foundation skills assessment will assist us to enrol you 
in a qualification level that is most appropriate and suitable 
for to you. This will also help us to identify areas where we 
can offer additional support or advice to help you with your 
studies.

We will make every attempt to meet the differing needs 
of students who experience language/literacy/numeracy 
barriers, cultural and/or linguistic differences and 
challenges relating to disability.

Recognition of Prior Learning (RPL)

Recognition of Prior Learning (RPL) involves a formal 
recognition of the skills and knowledge you have 
already achieved through previous studies, work and life 
experiences. 

To obtain Recognition of Prior Learning you must satisfy the 
requirements for the entire unit, not just some parts of it.  

If you believe you qualify, we will formally assess your 
existing skills and knowledge and determine if they can 
count towards your qualification and shorten the period of 
training. This will take into account;

• work-related training courses 
• on-the-job skills and work experience 
• volunteer and community work 
• a combination of all of the above

There is Fees for RPL are determined based on units and 
nominal hours.
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Obligation to recognise qualifications and statement of 
attainments (Credit Transfer)

It is our obligation to recognise qualifications and 
statements of attainment issued by other RTOs which align 
to your proposed course of study. This is known as Credit 
Transfer (CT).  

You may be eligible for credit transfer of units if you have 
studied before. This means you will not need to repeat a 
unit if you can provide certified evidence of successfully 
completing a unit that is equivalent to a unit currently 
included in a course or traineeship.  

To apply for a Credit Transfer you will need to present 
the original certified copy of Qualification or Statement of 
Attainment and a transcript clearly indicating the course 
and units undertaken and results obtained.  This should 
take place prior to the commencement of the course.  

If you are a full fee paying student, You will need to provide 
the evidence within 2 weeks of your enrolment application 
or you will be charged tuition for those units.

There is no fee for Credit Transfer.

Am I eligible for funding?
You may be eligible for funding support from the State 
or Commonwealth Government under a range of training 
support and incentive programs.  

The Victorian Government Skills First funding is making 
vocational education and training more accessible to 
students who do not hold a post-school qualification, or 
who want to gain a higher level qualification than they 
already hold.

The Skills First funding is an entitlement to a Victorian 
government subsidised place in recognised training that 
can be accessed at any time and it will continue to be 
available for training at successively higher levels.

If you are eligible for funding, the Victorian Government 
Skills First can contribute to the cost of your training.

For more information on Skills First Funding, visit; 

http://www.education.vic.gov.au/skillsfirst/Pages/students.
aspx

Providing evidence of eligibility

To assess your eligibility for Skills First government-
subsidised training we will need some information about 
you;

Proof of identity - You’ll need to provide proof of your 
identity (originals or certified photocopies) that shows:

Evidence of citizenship

• An Australian Birth Certificate (not a Birth Extract)
• A current Australian Passport
• A current New Zealand Passport
• A naturalisation certificate
• A current green Medicare Card

Evidence of residency (if not a citizen)

• A current green Medicare Card
• Formal documentation issued by the Australian 

Department of Immigration and Border Protection 
confirming permanent residence

Evidence of date of birth (if relevant):

If the citizenship or residency documents listed above do 
not include a date of birth, acceptable documents are one 
of the following:

• a current drivers licence
• a current learners permit
• a Proof of Age card
• a ‘Keypass’ card
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Education history

You’ll also need to provide information about your education 
history including:

• The full title of the highest qualification you have 
completed, e.g. Certificate III in Aged Care

• Information about any government-subsidised training 
you are currently doing

• Information about any government-subsidised training 
you have ever started

Upskilling Requirement 

So that you can obtain progressively higher skills, you 
must seek to enrol in a certificate level higher than the 
qualification(s) you have already completed. 

You do not need to enrol in a higher level course if you are;

• under 20 years of age
• seeking to enrol in a qualification in the Approved 

Foundation Skills List (unless you hold a Diploma or 
above or are in the Commonwealth)

• Skills for Education and Employment’ program
• seeking to enrol in an Apprenticeship
• seeking to enrol in VCAL

While a person keeps moving up the qualification scale, the 
Skills First funding will continue to subsidise their training 
up to an advanced diploma level. There are government 
subsidised training places available to people who meet the 
eligibility criteria. 

Limitations

You may undertake a maximum of two government-
subsidised courses in one year 

(including courses on the approved Foundation Skills List). 
This maximum doesn’t include pre-apprenticeships for 
individuals who want to enrol in an apprenticeship.

You can undertake up to two government-subsidised 
courses at one time (including courses on the approved 

Foundation Skills List).

You can only ever begin a maximum of two government-
subsidised courses at the same qualification level. 

This restriction does not apply to courses on the 
Foundation Skills List, Victorian Certificate of Applied 
Learning (VCAL) or to students starting training again in the 
same qualification (at the Diversitat or another provider).

If you want to know more about Skills First or would like to 
take an online test to check if you may be eligible please 
visit http://www.skills.vic.gov.au/victorianskillsgateway/
Students/Pages/vtg-eligibility-indicator.aspx?Redirect=1 

Application process
Online application and Foundation Skills Assessment

You will be required to complete an Application Form online.

Once you have submitted your application, you will be 
emailed the Foundation Skills Assessment tool (FSAT) for 
you to complete in your own time.

Once you have completed your FSAT, you will be contacted 
to arrange an enrolment appointment to finalise your 
application.

If you are unable to complete your application online, 
please contact Diversitat Training  on 52469600 to discuss 
other options available.

If you are unable to complete your FSAT, you are able to 
complete it at a Diversitat Training site.

If you are under the age of 18 years, a parent or guardian is 
encouraged to attend all enrolment appointment and must 
co-sign all application forms.

Enrolment Appointment 

At your appointment, you will meet with either a Course 
Coordinator, Student Engagement Coordinator and/
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or Enrolling Officer to discuss your foundation skills 
assessment result and to complete a Pathway Conversation.  

We will also discuss; 

• Your Credit Transfer and Recognised Prior Learning 
options

• If there are any issues in your life that may impact 
your ability to progress in your course, the Student 
Engagement Coordinator will discuss plans/strategies 
to support you. 

This will help us establish;

• that the course you wish to undertake is suitable and 
appropriate

• that the course meets your current and future 
aspirations.

• That you understand the course,  the mode of delivery 
and the commitment required to successfully complete 
the course

We will determine your eligibility;

• for government funded training and discuss how 
your enrolment may impact your access to further 
government subsidised training

• for concession, fee waivers and /or exemptions

You will be provided with;

• a quote for the total cost of the course (Statement 
of Fees) which will take into account your current 
circumstances (including eligibility and concession)

• a Course information booklet
• a Student Support Information Flyer

Entry requirements and pre-requisites

All nationally accredited training programs have varying 
entrance requirement and pre-requisites, this information 
can be found through the Courses page on the website.  

ADD link https://training.diversitat.org.au/our-courses/

Unique Student Identifier

To undertake nationally recognised training, you must 
provide Diversitat with your Unique Student Identifier (USI) 
prior to commencing training.  You will not be able to 
commence without a valid USI.

If you do not have one, Diversitat staff can assist you to 
apply. This USI is important as it is your personal VET 
training student number for all training courses that you will 
be attending in your lifetime. 

To create a USI, please click the link below;

https://www.usi.gov.au/students/create-your-usi

Enrolment Acceptance

You will be advised of your acceptance or non-acceptance 
into the course.

Course induction and your 
training plan
Course Induction

On your first day of training, your trainer will go through a 
course induction and orientation.

It is important that you have read through this Handbook 
and are ready with any questions to clarify any areas of 
concern. 

At the induction, you will be given an overview of:

• student support services
• training facilities and resources
• code of conduct
• course/program structure / timetable
• training plan
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• assessment process, methods and outcomes
• recognition of prior leaning and credit transfers
• complaints and appeals process
• your rights and responsibilities
• attendance/participation requirements

Training plan

Your Training Plan will provide detailed information on the 
training and assessment for the course you are enrolled 
into. 

This is an agreed contract of study and may be updated as 
you proceed through your course as negotiated between 
you and your trainer. 

Your trainer will discuss your training plan with you on your 
first day, which you will be required to sign.  A copy of your 
training plan will provided to you.
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Section C
Fees and charges, including fee waivers  

and exemptions
To ensure you and /or your employer are well informed of 
all course fees and refund arrangements prior to enrolment 
taking place, you will be provided with information detailing 
all fees and charges and a clear refund policy prior to 
accepting a training proposal or enrolment takes place.

Calculation of Fees
Course fees are determined by the course you enrol into 
and are calculated when at the time of each enrolment

That means your overall costs depends upon your individual 
study program.

We will review your eligibility to access a Victorian 
Government Skills First subsidised place.  If you are not 
eligible, Diversitat will advise you of other fee payment 
options, for your consideration.

If you qualify for Skills First Government-subsidised training 
your study costs will be reduced significantly.

Traineeships

If you are enrolling into a Traineeship, the employer may be 
charged the tuition fee on your behalf. 

If additional Trainer visits are required, above the allocated 
number of visits over the duration of training, there will be a 
$150 fee for each additional visit.

Statement of Fees

To ensure you are well informed of all course fees and 
refund arrangements, you will be provided with a Statement 
of Fees prior to the commencement of training 

This Statement of Fees is a quote for the total cost to you, 
for your course of study. 

This takes into account your current circumstance, 
including any entitlement to government funded training 
and eligibility for concession, tuition fee waivers and 
exemptions.

A full break down of fees and charges can be found by 
selecting the course of your interest at www.diversitat.org.
au/training 

Course fees are up to date at time of publication.

Concession

You may be able to get concessions on tuition fees for your 
government subsidised training place. These are available 
for all courses except Diploma level and above. 

If you are eligible for concessions you will pay no more 
than the set concession fee. If you enrol in different courses 
in a calendar year, the tuition fees will be calculated 
independently for each course. 

To be eligible for a concession fee, you will need to provide 
proof of your current and valid concession from one of the 
following groups: 

• Commonwealth Health Care Card holders plus their 
dependent children and dependent spouses 

• Pensioner Concession Card holders plus their 
dependent children and dependent spouses 

• Veteran’s Gold Card holders (but not their 
dependence)

• an alternative card or concession eligibility criterion 
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approved by the Minister 

Proof of concession must be provided within 14 days of 
enrolment application otherwise the non-concession rate 
will apply.

There is NO concession fee for Diploma and Advanced 
Diploma courses, nor is there a concession fee if your 
fees are being paid in full by a Commonwealth Government 
agency or as part of a Commonwealth Government 
Program.

Indigenous Completions Initiative

Under an Indigenous Completions Initiative, if you self-
identify as being of Aboriginal or Torres Strait Islanders 
descent, you will pay only the concession tuition fee for all 
courses. This includes courses of a Diploma level or above.

Asylum Seeker VET Program

If you meet all eligibility requirements for the Asylum Seeker 
VET program you will be granted a fee concession.

Fee Waiver and Exemption
You may be eligible for a Fee Waiver or exemption if the 
following criteria applies to you and you can provide 
evidence of one of the following;

• you are an individual who is from the Judy Lazarus 
Transition Centre

• you are required to undertake the course pursuant to a 
community based order

• you have been referred under the Skills First Youth 
Access Initiative

Withdrawal and Refunds

To be considered for a refund of any fees and charges paid 
and received, the following conditions apply;

It is your responsibility to complete, sign and return a 

Withdrawal/Cancellation form. This form is available from 
Diversitat Training reception. 

If student requests to withdraw due to reasons other than 
not attending - need a different letter template  - maybe 
to allow the reason for withdrawal to be entered if student 
requests not related to non-attendance.

If you withdraw 4 weeks after commencement, you will be 
liable for the full course fees, payable within 30 days.

• If you cancels or withdraw after enrolment there is a 
non-refundable administration fee of $250 or $50 for 
concession holders

• If your enrolment suspension is approved, you will 
be liable for the full/outstanding course fees payable 
within 30 days.

• If you withdraw from your course, you will be liable for 
all outstanding fees plus $30 for each learner guide 
received. 

Fee Refunds may take up to 30 days from date of 
application.
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Section F
Students Rights and Responsibilities

Code of Conduct

Students are expected to:

• Be punctual and regular in attendance
• Behave in a manner that respects fellow Students and 

Diversitat Training staff
• Be patient with other Students and staff
• Have a positive attitude towards their studies
• Avoid private conversations while someone is speaking
• Accord teachers due dignity, courtesy and respect
• Not threaten or intimidate teachers

A Student who consistently fails to abide by the Code of 
Conduct for Students, or continually and blatantly abuses 
Student Responsibilities, or breaches the Harassment and 
Discrimination Policy of the organisation will be subject to a 
disciplinary process.

Diversitat Training trainers are covered by Diversitat’s 
Training Department - Professional Code of Conduct Policy. 
Diversitat Training is not responsible for any communication 
between trainers and students, outside of course hours.

Alcohol and Drugs

Whilst participating in training programs with Diversitat 
Training, Students must not:

• Attend class under the influence of drugs or alcohol.
• Attend any external activities pertaining to the training 

program under the influence of drugs or alcohol.
• Engage in the use of narcotics and/or other illegal 

drugs; or the sale, distribution or offering of illegal 
drugs. If a Student is found to be in breach of any 
of the above, then he or she will be asked to leave 
immediately.

Mobile Phones

Students are required to turn off mobile phones during 
class or training sessions. Please inform the trainer should 
you need to have your mobile on for special circumstances.

Food and Drinks

No food or drinks are allowed in the classroom, except for 
water bottles which have a secure lid.

Personal Property

All Students enrolled in a training program are advised that 
they should not leave valuables such as purses, handbags, 
wallets etc. unattended in the classroom. Diversitat Training 
will not be held responsible for valuables that are left 
unattended.

Punctuality/Attendance/Absences

Students are expected to arrive on time. Classes/training 
sessions will commence on time. For Traineeships, there 
will be a $150 fee for each additional visit, above the 
allocated number of visits, if required over the duration 
of training. All scheduled visits must be cancelled within 
48 hours or they will count towards your allocated visits. 
Failure to attend a scheduled appointment will still count 
towards your allocated visits

Bullying/Victimisation

Diversitat Training is committed to providing each Student 
with a healthy and safe environment for study, free from 
bullying. Diversitat Training expects all Students to treat 
each other with dignity and respect. Bullying occurs when 
a person or group deliberately upsets, harasses, humiliates 
or hurts another person, their property, reputation or social 
acceptance on more than one occasion. Bullies are people 
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who deliberately intimidate, exclude, threaten and/or hurt 
others. This could be physical, verbal or cyber/online.

Diversitat Training encourages all students who are 
experiencing or witnessing bullying to report it to a 
Trainer or the Student Engagement Coordinator. When 
bullying is reported it is seen as a serious matter and will 
be investigated by Trainers, Managers and the Student 
Engagement Coordinator. They have the responsibility to 
ensure Students are not being bullied.

Key principles:

• Treat all matters seriously
• Act promptly
• Ensure the person who reports the issue is not 

victimised in any way
• Provide support for all persons involved
• Confidentiality
• Documentation of all meetings

Once identified each bully, victim and witness will be 
spoken to and all incidents or allegations of bullying will be 
fully investigated and documented. Both bully and victim 
will be offered support and counselling through the Student 
Engagement Coordinator.

Person. The Welfare Services Officer can then make 
referrals to external agencies for more specialist support 
should this be identified.

Workplace Health and Safety

Diversitat Training has a responsibility to ensure that our 
training and assessment services are conducted in a safe 
and healthy environment and we are committed to resolving 
any issues that impact on meeting this responsibility.

If you have any concerns relating to your health and safety 

while participating in a training program, please raise your 
concerns with any Diversitat Training staff member or 
contact our WH&S representative on (03) 5246 9600.

A comprehensive process for dealing with these issues 
is outlined in Diversitat’s Occupational Health and Safety 
Policy, which is the relevant policy covering the whole 
organisation.

Smoking

Smoking In accordance with Government legislation, all 
Diversitat Training offices, training rooms and building 
entrances are to be smoke-free.

Equipment Use/Electronic Communications Usage

Students are not permitted to use Diversitat Training 
equipment without first having been instructed by the trainer 
in the use and safety procedures of such equipment, and 
been given permission to use such equipment.

Depending on the course, Students are provided with the 
opportunity to access and use electronic media, such as 
computers and the internet, which are network resources 
and equipment owned by Diversitat Training. Access is for 
learning purposes only and not for private matters. They 
should be used effectively, efficiently and without abuse. 
This includes, but is not limited to, accessing, viewing, 
sending, storing, transmitting, reading or downloading 
material which may be offensive, discriminate against or 
harass other Students, staff or public. Students are not 
permitted to access or view inappropriate websites.

No data storage devices can be brought in and used on 
Diversitat Training’s computer network. This is essential 
because of the risk of viruses being introduced into the 
network, and also for security reasons. The computer 
rooms will be locked whenever staff or trainers are not 
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available for supervision. Students must not tamper with 
the original settings on the desktop of each computer or 
enter areas of the hard drive reserved for the system’s 
administrator.

Any breach of these will result in disciplinary action in 
accordance with Complaints Policy, as outlined in this 
Handbook.

Text Books

Students may be required to purchase texts or reference 
books as part of their course of study. Your Trainer/
Assessor will advise you prior to commencing of your 
requirement to purchase any texts.

Where resources are to be paid for as part of the training 
fee (e.g. Traineeships/FOCS) failure to pay for your training 
may result in a suspension until payment has been received 
and no further resources will be available.

Plagiarisim

All Student work must be original. Do not lend your work 
to another Student. If you do lend your work to another 
Student, and he or she copies your work, you both will fail 
the assessment task. Discussing assignments and case 
studies with other students is encouraged, and it can help 
enhance understanding and generate ideas. However, 
Students must write work in their own words from their own 
perspective. It is illegal to reproduce other people’s work 
without their permission. This means that copying directly 
from books or other material, without properly referencing 
the source, constitutes plagiarism. Trainers are familiar with 
course material, and are aware of material that has been 
copied.

Copyright

What Does Copyright Mean?

It is illegal to copy, publish or broadcast copyrighted work 
without the permission of the copyright owner. The copyright 
owner is usually the author but could be a publishing company 
or the author’s employer.

What Sort of Material is Protected By Copyright?

All original creative material - written material, recorded 
music, films, radio and television broadcasts - are covered by 
copyright.

Copyright Does Not Apply to Ideas or Information:

The fact that there was a car accident yesterday is not 
copyright, but the words a journalist uses to report the event 
are copyright. The idea of, for example, writing a history of 
Australian migration cannot be copyrighted, but once the book 
is written, it is covered by copyright. Copyright lasts until 70 
years after the author’s death. So, for example, the writings of 
Henry Lawson are no longer covered by copyright because he 
died in 1922.

Can I Avoid Copyright By Changing Some Words?

If you just change a few words but keep most of the existing 
wording intact, you don’t avoid copyright. You can only avoid 
copyright by completely re-structuring and re-writing the work.

How Is Copyright Registered?

There is no need for any formal procedure. Copyright 
protection is free and automatic. As soon as an original work is 
written, recorded etc., it is automatically covered by copyright. 
The copyright symbol ©, the author’s name and the date can 
be used on written work to identify the author, and warn that 
they claim copyright on the work.
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Practical Placement/Work Placement

What is practical placement?

Practical placement involves Students being placed with a 
host employer to apply knowledge and skills gained through 
theoretical learning provided by Diversitat Training. Students 
are given the opportunity to perform tasks relating to their 
course in an appropriate industry setting. Students will have 
specific learning outcomes or activities to undertake while 
on placement.

Your course may have a Practical Placement component. 
A voluntary work placement is sometimes required for 
the assessment of certain units. Where this is necessary, 
guidelines and competency standards will be provided 
for Students. The hours vary depending upon the course. 
The placement constitutes part of your course and must, 
therefore, be completed in order for you to achieve 
competency. Work placements provide the ideal opportunity 
for you to put into practice the classroom-based learning 
you have received throughout your course. If your course 
has a Practical Placement/Work Placement component 
you will be required to complete and sign a Confidentiality 
Agreement. Any breach of this Agreement whilst 
participating in placement, will result in disciplinary action 
in accordance with the Complaints Policy.

Student responsibilities whilst on Practical Placement:

It is the Student’s responsibility to work towards gaining 
competencies of the assessment tasks set for the course. 
On placement Students will be taught and guided by the 
host employer and trainer. Placement in a host facility will 
enable Students to be part of a team and to obtain valuable 
skills and experiences.

Follow all work place conditions and expectations. It is 
essential to be punctual, reliable, flexible, and trustworthy.

To arrange for a Police and Working with Children Check, 
as required, and present the original to the host employer 
and Diversitat Training Practical Placement Coordinator 
before placement.

• To complete and sign practical placement agreement.
• To demonstrate sensitivity and discretion toward the 

confidentiality of the service.
• To work within the host employers structure, meet the 

host employers standards, policies and procedures.
• To work within the dates identified on the Practical 

Placement Agreement Form.
• To be aware of and adhere to ethical standards.
• To inform the host employer and Diversitat Training 

if they are absent. If Students are absent and need 
to make up days, please complete the variation to 
Practical Placement Form to ensure Workcover is 
active.

• To actively participate in the professional learning 
process.

• If at any time you have an issue or concern regarding 
your placement, please discuss it with your Diversitat 
Coordinator immediately.

• To be aware they are under the direction of the 
nominated workplace supervisor.

• To be aware that it is against Diversitat Training policy 
for students to use their personal vehicle to transport 
clients, any host employer staff or equipment.

• You are required to pay and organise your own 
transport to and from placement.

Working with Children Checks/Police Checks

If your course has a Practical Placement/Work Placement 
component you may be required to complete a Working 
with Children Check and or Police Check. You will not 
be permitted to participate in placements if these checks 
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have not been conducted, and/or if the results are not 
satisfactory. Confidentiality is assured.

Requirements when submitting your work (student 
evidence requirements)

All work you submit, including assessments, provides 
evidence of your participation in training and assessment 
services.

To be valid, all work submitted MUST have recorded on the 
front page of a stapled or bound document OR on each 
loose page:

Your full Name

The unit or module full name and code

The date you have submitted your work

Assignments/Due Dates

It is the Student’s responsibility to keep a copy of all 
their submitted work. Please note Diversitat Training 
does not have the facilities to allow Students to copy 
their assignments. Mandatory due dates will be set for all 
assignments. Work will not be accepted after the due date, 
unless there are special circumstances for this (discussed 
and negotiated with your Trainer prior to the due date). Late 
submissions that have not been discussed with the trainer 
prior to the due date will automatically be withdrawn from 
the unit and costs may be applied to re enrol into the unit.

If work is assessed as Not Yet Competent, Students will 
have two further opportunities to re-submit assessable 
work or re-sit an assessment task within two weeks of the 
completion of the unit. Workplace based re-submission 
dates are to be negotiated with the trainer and employer.

IMPORTANT: Assessments submitted later than two weeks 

after the end of a course will not be accepted.

Classroom Based Student

An Assignment Lodgement Receipt must be stapled to 
each assignment submitted. All Assignment Lodgement 
receipt details must be completed (please print clearly). 
You will be given a receipt of proof that you have handed 
in this assignment on the date noted. In the event of any 
appeal, this signed receipt is the only evidence that will be 
accepted. It is your responsibility to retain this receipt along 
with a copy of your assignment. You will receive feedback 
from your trainer and if your assignment is not satisfactorily 
completed, you will need to re-submit. 

Diversitat Training staff will advise, both orally and in writing, 
of required assessment tasks, and when a Student has 
successfully completed all outcomes. Regular attendance 
and class participation are considered vital components 
of the unit of competency completion process. Diversitat 
Training staff will ensure all assessment tasks and 
processes will be valid, reliable, flexible and fair. 

Students will be advised on assessment requirements at 
Induction. For more information on assessments please 
refer to the Assessment Policy. 

If you are going to be late or unable to attend, please call 
(03) 5246 9600 to contact your Trainer or an Administration 
Officer and let them know. If Students are absent on a day 
where an assessment is to take place, or work is to be 
handed in, a medical certificate must also be provided. It 
is the Student’s responsibility to collect any handouts and 
information and to undertake any study of the material/unit 
that was missed due to absence from class.

Transfers (Classroom Based)

If a Student is unable to continue participating in the course 
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they enrolled in, and wishes to transfer to another course, 
they need to withdraw then re-enrol as directed by their 
Program Manager. Fees are not transferable, and the Fee 
and Refund Policy still applies.

Refund

Withdrawal

Should you withdraw, you will NOT receive an automatic 
refund of fees. To be eligible for a refund, you must 
complete, sign and return a ‘Withdrawal’ form within 4 
weeks of the commencement of your course. This form is 
available from Diversitat Training reception.

Long Courses (More Than 7 Weeks Duration)

In the event of a course being cancelled or postponed 
by Diversitat Training by more than 4 (four) weeks, a full 
refund will be issued to the student, unless alternative 
arrangements, acceptable to the student are made. 
Students who officially withdraw (by written notice*) 
between enrolling and four weeks into the course will 
receive refund of the course fee less a 20% non-refundable 
administration fee of the non-concession standard course 
fees if eligible for funding or pay $350 if a fee for service 
student. Fee Refunds may take up to 30 days from date of 
application.

No refunds will be given after four weeks from the 
commencement date. If extenuating circumstances apply, a 
refund of the course fee as stated above may be given, after 
a written report by the student has been assessed.

*It is the student’s responsibility to complete, sign and 
return a Withdrawal/Cancellation form. This form is available 
from Diversitat Training reception.

Short Courses (Less Than 7 Weeks Duration)

No refund will be given to students who withdraw* 7 days 
(seven) or less before course commencement (or non- 

attendance) without proof of extenuating circumstances 
(e.g. medical certificate). If proof of extenuating 
circumstances is received and approved, up to 80% of the 
course fee may be refunded.

*It is the student’s responsibility to complete, sign and 
return a Withdrawal/Cancellation form. This form is available 
from Diversitat Training reception. Fee Refunds may take up 
to 30 days from date of application and will be paid to the 
student in the form of a cheque.

See full Refunds Policy for further information in the Policies 
section of this document.

Nature of Guarantee

You are entitled to a full refund if the course is cancelled 
or postponed by more than four weeks. The only exception 
is where alternative arrangements, acceptable to you, 
are made. For example, you may wish to transfer your 
enrolment to the next available course. If the course is 
cancelled during delivery, you are entitled to:

• A full refund of the tuition fees
• An appropriate amount of the student services and 

amenities fee; and
• Fees for any materials that have not been used.

Privacy

The Information Privacy Act 2000 of the State of Victoria 
sets out Information Privacy Principles which must be 
observed by organisations, such as Diversitat Training, 
that hold personal information. Your privacy is important to 
Diversitat Training. Our Privacy Policy provides information 
about the personal information that Diversitat Training 
collects, and the ways in which that personal information is 
used.
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Reasonable Adjustment 
At times students may require adjustment to assessment 
(for example students with a physical disability). By 
applying reasonable adjustment, aiming to respect the 
student’s learning needs, whilst delivering quality training, 
and promote access and equity consistently to all students 
ensures a fair and reasonable assessment and work judged 
on merit, demonstrating no victimisation nor discrimination.

Sometimes, it may be necessary to: 

• vary procedures for conducting assessment (e.g. allow 
extra time for assessments); 

• change the method of assessment (e.g. give verbal 
instructions rather than written); and 

• provide assistive technology, copyists, readers, and 
other support in examinations. 

Students presenting with barriers to regular assessment 
techniques will require individual judgement of their 
capabilities (e.g. a student with a sight impairment may be 
assessed differently to a student with a full range of issues). 
The procedure for allowing for reasonable adjustment will 
therefore differ from case to case. The following information 
is presented to enable trainers and assessors to make a 
fair, valid and reliable decision when applying reasonable 
adjustment. 

Examples of barriers where reasonable adjustment may be 
applied include:

• English as a second language 
• Language, literacy or numeracy needs 
• Sensory diminished capacity 
• Physical or intellectual disabilities
• Computer literacy

Modification or adjustments may be made to the: 

• Learning materials and methods suitable to the student 
• Physical environment and equipment 
• Alternative assessment conditions 
• Modification of unit-related learning activities 
• Evidence gathering techniques 
• Extension of submission dates for assignments 
• Other modification of assessment procedures 
• Use of support service, eg. Interpreters 

Diversitat ensures that these alternative assessment 
methods are valid, fair, flexible and reliable. Some examples 
include;

• oral presentations 
• additional assignments and course work 
• dot-point assignments marked for content, rather than 

for structure (where applicable)
• multiple-choice questions (where applicable) 
• practical demonstrations or production of models or 

displays
• class presentations or role plays 
• alternative or supplementary assignments such as 

taped interviews, slide presentations, photographic 
essays, etc.

• a combination of any of the above 

Note: Reasonable adjustment cannot be considered 
where a certain performance criteria requires a certain 
assessment method, e.g. if a student is specifically required 
to write a formal business tender, an oral version would not 
be evidence of competency. 

Section G 
Policies
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Assessment Policy and 
Procedure
Diversitat Training will use a range of learning and 
assessment methodologies to ensure students are able to 
gainfully participate in and maximise learning opportunities 
in accredited or non-accredited courses/training programs 
and within Government guidelines.

This policy includes all pre-course assessment practices 
and covers:

• Adult Literacy and Basic Education (ALBE)
• English as an Additional Language (EAL)
• Formative Assessments (RPL,CT) for other competency 

based accredited courses

Training and Assessment Strategies are developed and 
implemented for all Training Package qualifications on 
Diversitat Training’s Scope of Registration. These Training 
and Assessment documents are developed in consultation 
with enterprises/industry and clearly identify proposed 
target groups, delivery and assessment modes, strategies 
and assessment validation processes and pathways.

Assessment of students is conducted in line with the 
requirements of the unit/module. Assessment tasks vary 
from unit to unit but all assessment tasks are ‘competency 
based’. This means that when a student satisfactorily 
demonstrates that they hold the knowledge and the skills 
required in a given unit, they are deemed ‘competent’.

Assessment strategies and tasks cover a wide range of 
methods and may include:

• Written tasks
• Verbal questioning

• Observation/demonstration
• Product/portfolio
• Work placement
• Work place

Diversitat Training staff advise, both orally and in writing, 
of required assessment tasks and when a student has 
successfully completed all outcomes. Regular attendance 
and class participation are considered vital components of 
the unit of competency completion process.

Diversitat Training staff ensure all assessment tasks and 
processes are valid, reliable, flexible and fair. Students are 
advised on assessment requirements at induction. Students 
have the opportunity to re-submit assessable work or re-
sit an assessment task if required. If due to absence, this 
opportunity is only to be given where a medical certificate 
has been provided or negotiation has taken place before 
the absence. If work was assessed as Not Yet Competent, 
the work is required to be re-submitted within a set period 
of time.

Students with a disability or learning barrier are given 
appropriate reasonable adjustment to provide the best 
opportunity to meet the learning outcome requirements.  
Any reasonable adjustment must maintain the integrity of 
the unit.

It is an expectation that students will fully engage and 
participate in all training and assessment activities. Any 
student continually failing to participate, with or without 
a valid reason may be subject to withdrawal from the 
enrolment. This will be at the discretion of the relevant Team 
Leader in conjunction with the trainer.

Adjustment to Assessments

There are a number of ways that Diversitat Training may 
make reasonable adjustments to the assessment process to 
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allow for the needs of students without losing the integrity of 
the assessment. Where required, adjustments will be made.

These include but are not limited to:

• The use of adaptive technology,
• Alternative methods of assessment such as oral 

assessment.
• Changes to the physical environment, such as modified 

physical spaces or provision of equipment
• Modifying communication systems or information 

provision
• Providing course materials in alternative formats
• Provision of interpreters, readers etc.
• Provision of a private room for undertaking 

assessments
• Students support
• Making information accessible both prior to enrolment 

and during the course
• Monitoring the adjustments to ensure the student 

needs continue to be met
• Extension or re-scheduling of final assessment dates

Depending on the specific types of assessment, not 
all above adjustments may be possible, appropriate or 
permissible. For example, allowing the use of an interpreter 
where an assessment specifically requires demonstration 
of English communication skills would invalidate that 
assessment.

Assessment Appeals

Appeals procedures are in place for students who are not 
satisfied with assessment or training.

Students who feel they have been unfairly assessed will be 
referred to Diversitat Training’s Complaints policy. Students 
may also seek advice from Diversitat Training’s Welfare 
Support Officer. All results are kept in accordance with 
the guidelines set down by the regulatory body and any 

relevant funding bodies. If re-assessment is conducted, 
results are given after assessment and certificates/
statements of attainment are issued within four weeks of the 
end of training and assessment.

Access and Equity Policy
Legislative Acts

Diversitat Training ensures that all staff are aware of their 
obligations under the following acts:

• National Vocational Education and Training Regulator 
Act 2011 and its associated legislative instruments 
Charter of Human Rights and Responsibilities Act 2006 
(Vic); 

• Disability Act 2006; and
• Working with Children Act 2005
• Electronic Transactions (Victoria) Act 2000
• Principles
• This Access and Equity Policy is based on the 

following principles:
• Providing and maintaining services that reflect fair 

and reasonable opportunity, and consideration for 
all clients, students, volunteers and staff, regardless 
of race, colour, religion, gender or physical ability, 
regardless of their prevailing community values.

• Equity for all people through the fair and appropriate 
allocation of resources and involvement in training and 
services delivered.

• Equality of outcome within all service delivery for all 
people, without discrimination.

• Access for all people to appropriate, quality services 
and training programs.

• Increased opportunity for students and staff to 
participate in training.
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Target groups

The Access and Equity target groups are:

• People from a Culturally and Linguistically Diverse 
Background;

• Aboriginal and Torres Strait Islanders;
• People with a disability;
• People in transition and other special groups 

(i.e. people re-entering the workforce, long term 
unemployed, sole parents and people with literacy 
problems);

• People from regionally isolated communities; and 
Access and Equity Rules

Diversitat Training will apply the following rules in support of 
access and equity.

All staff are to be given fair and reasonable opportunity 
to participate in relevant decision making processes and 
allocation of resources and services;

All students are to be given fair and reasonable opportunity 
to attend and complete training;

Diversitat Training will ensure that Students from the access 
and equity target groups are not disadvantaged.

Reviewing complaints/appeals

Managers and or Quality & Compliance will review all 
formal complaints/appeals to identify the root cause of the 
complaint/appeal and implement any required actions to 
eliminate or mitigate the likelihood of reccurance.

Monitoring & Follow Up of Complaints/Appeals

After a formal complaint/appeal has been made and steps 
have been taken to reach a resolution, it will be monitored 
and followed up by Quality and Compliance to ensure 

that the complainant/appellant is satisfied with the way 
in which the complaint/appeal was handled, determine if 
the grievance has in fact been resolved and to inform the 
complainant/ appellant of any changes in procedures as a 
result.

Maintaining records

Quality and Compliance will retain electronic copies of 
documents related to the complaint/appeal and will enter 
the details into the Complaints/Appeals Register.

Quality and Compliance will review at a minimum annually, 
individual and aggregated complaints/appeals to identify 
opportunities for systemic improvements, including 
improvements to the complaint/appeal process.

External Mediation

If the student is not satisfied with the handling of their 
complaint by Diversitat Training, or there are extenuating 
circumstances that preclude the student from lodging their 
complaint directly with Diversitat, they may lodge their 
complaint with the registering body, ASQA.

ASQA Complaints

ASQA Infoline: 1300 701 801 Email - enquiries@asqa.gov.au

http://asqa.gov.au/complaints/make-a-complaint---
domestic-students/make-a-complaint---domestic-students1.
html
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Complaint and Appeal Policy 
and Procedure
Diversitat’s Complaints and Appeals policy and procedure 
provides appropriate mechanisms and services for students 
and other stakeholders to have complaints and appeals 
addressed efficiently and effectively. 

Diversitat is committed to act on each substantiated 
complaint, concern or appeal.

All concerns, complaints and appeals are dealt with 
fairly, honestly, without bias in a professional and fully 
documented manner. Students are informed of the process 
for handling complaints, concerns and appeals prior to 
enrolment, through this handbook and are directed to the 
Complaints and Appeals page on the Diversitat Training 
website.

If an issue of a serious nature is identified and requires 
immediate action steps may be taken to address this as per 
Diversitat Training’s Complaints Policy. 

It is the Students responsibility to inform Diversitat Training 
if they have a complaint and/or appeal. Diversitat Training’s 
policies provide an avenue for most issues to be addressed, 
however we are aware that in some cases alternative 
measures need to be explored and therefore each case is 
addressed on its merits. 

Diversitat Training recognises a Student’s individual right to 
use relevant civil or criminal legal procedures to settle their 
complaint/appeal. 

Definition

A complaint shall be defined as a situation or decision a 
student is not in agreement with and may be related to 

such matters as but not limited to: facilities, staff, Trainer/
Assessor, fees, another student, finance issues, support, 
course progress or attendance.  

An appeal shall be defined as a student or applicant who is 
in disagreement with an assessment decision or application 
for enrolment decision.

Any person wishing to make a complaint against the RTO 
or to make an appeal regarding an assessment/application 
decision, shall have access to the complaint/appeal 
procedure available via the Diversitat Training website, or 
from reception.

Diversitat Training’s policies and procedures provide an 
avenue for all complaints and appeals to be addressed 
ensuring that the principles of natural justice and 
procedural fairness are adopted at every stage.

A decision maker must;

• be free from bias
• give the complainant/appellant an adequate 

opportunity to present their case
• show that they have fully investigated all aspects of the 

complaint/appeal to properly assess the situation prior 
to making a decision

• make a decision based on evidential facts 

Principles

The Complaint/Appeal Policy and Procedure is based on 
the following principles:

• That all Diversitat Training Students and applicants 
have the right to make a complaint/appeal and have 
it handled in accordance with our Complaint/Appeal 
Policy.

• The Complaint/Appeal Policy should be seen by both 
Diversitat Training staff, Students and applicants to 
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be a positive and productive mechanism and will be 
undertaken in good faith by all parties.

• The policy and procedures need to safeguard the 
privacy of all parties involved and all documents 
secured in such a way as to provide confidentiality.

• Staff will attempt to provide information in a language 
and format that the person is likely to understand.

• Staff will support people who use our services through 
the complaint/appeal process.

• Staff will ensure that people making a complaint/appeal 
are not adversely affected.

Informing Students about the Complaint/Appeal 
mechanism

The complaint/appeal policy and procedure is publicly 
available on the Diversitat Training website and will also be 
addressed at the time of enrolment application by way of 
the Student handbook informing students that:

Diversitat welcomes complaints/appeals and comments 
because they help create a better service;

• Students have the right to complain if they are unhappy 
about any part of our service;

• Students have the right to appeal if they are unhappy 
about any part of an assessment decision or 
application for enrolment.

• Students are able to bring the complaint/appeal to the 
attention of whichever staff member that they feel most 
comfortable with;

• Students have the right to decide whether they want 
to instigate informal or formal complaint/appeal 
procedures and to move from informal to formal as they 
see fit; 

• If the complainant/appellant doesn’t feel comfortable 
writing or speaking English, or feel that they need some 
support during the interview, they may bring along a 

friend or family member or organise an interpreter.

Informal Complaint Procedure

It is expected that many concerns will be resolved in the 
first instances directly with the persons concerned through 
a process of discussion and local investigation.

An informal procedure can be initiated by the complainant/
appellant contacting the staff member they feel most 
comfortable with or in their opinion is the most appropriate 
person to assist in the resolution of the grievance, or the 
Program Manager. This approach can be instigated by way 
of a personal interview or conversation.

During this interview or conversation both the complainant/
appellant and staff member will endeavour to work towards 
a mutually satisfactory resolution.

The complainant/appellant has the right to be fully heard 
without bias.

If a resolution is agreed upon, at the conclusion of this 
interview or conversation, the agreed steps to be taken and 
the time frame to resolve the conflict shall be confirmed in 
writing from the Diversitat staff member to the complainant/
appellant. Management and Quality & Compliance will be 
kept informed throughout the process.

The staff member in question will then be responsible for 
maintaining communication with the complainant/ appellant 
as to the progress of the resolution and the complainant/
appellant will be responsible for giving open honest 
feedback to the staff member.

If the staff member feels that a satisfactory resolution can 
be achieved without identifying the source of the grievance 
the confidentiality of the complainant/appellant will be 
protected.
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If however the staff member feels that a satisfactory 
resolution is dependent upon the identification of the 
source of the grievance this should be done in keeping with 
Diversitat’s Confidentiality Policy.

If at any time the complainant/appellant is unhappy with 
the progress towards resolution of the grievance they are 
free to move from informal to formal complaint/appeal 
procedures.

If after several attempts to resolve the grievance using 
informal procedures the grievance is still unresolved, 
the parties should move onto formal complaint/appeal 
procedures.

The complaint/appeal will be documented by Quality and 
Compliance in Diversitat Training’s Complaints/Appeals 
Register.

Formal Complaint/Appeal Procedures

A formal complaint or appeal should be initiated by 
submitting a complaint through the Complaints and Appeals 
page on the Diversitat website, https://training.diversitat.
org.au/complaints-appeals/ or by completing a Complaint/
Appeal Lodgment form available from Diversitat reception   

Once the formal complaint/appeal has been received 
the following formal procedures are to be entered into 
immediately.

The recipient of the complaint/appeal will acknowledge 
receipt of the complaint/appeal in writing, within 2 working 
days of receipt, and inform the complainant/appellant that 
formal complaint/appeal procedures will now be instigated.

If the complaint/appeal was received by a staff member 
other than Quality and Compliance, the staff member 
receiving the complaint/appeal will notify Quality and 
Compliance for recording.

The complaint/appeal will be investigated by the program 
manager who will obtain all relevant information from staff 
and the complainant/appellant.

If the allegations are of a serious nature, Diversitat has a 
duty of care to ensure that the safety of all students, staff 
and the public is maintained and as such may apply a 
suspension until the complaint/appeal process has been 
finalised.

If required, an interview will be scheduled involving all 
relevant parties and chaired by the Manager or Quality and 
Compliance.

At this interview every attempt will be taken to resolve the 
conflict and a record of the interview including details of 
the strategies agreed upon to resolve the conflict will be 
prepared and distributed to all relevant parties.

Any resolution will contain a time frame of events.

All formal complaint/appeal reports are to be kept by 
Quality and Compliance in a manner that will ensure the 
confidentiality of all parties involved. Copies of the report 
will be given to each of the parties involved, who in turn will 
respect the right to privacy and confidentiality of all other 
parties in the way they store and handle the report.

If after the first interview the parties involved are unable to 
agree to a resolution (whoever conducted the interview) will 
then prescribe a plan of action and nominate a time frame for 
implementation and review aimed at resolving the conflict.

Wherever possible all grievances will be resolved within 15 
days. If it is expected that the resolution will take longer 
than this, the complainant/appellant, if not already informed, 
will be notified in writing of the delay and the reasons for 
this and the new expected time frame.
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If at any time the complainant/appellant is unhappy with the 
complaint/appeal procedure and feels that the complaint/
appeal cannot be satisfactorily resolved it is their right to 
pursue the matter further by requesting that it be reviewed 
by an appropriate independent external body. This shall be 
at the cost of the complainant/appellant.

Training Department 
Professional Code of Conduct 
Policy
Scope

The Professional Code of Conduct has been developed 
for and by Diversitat Training (RTO 5819). This document 
should be read in conjunction with Diversitat Training’s 
Policy and Procedure Manual, specifically Section 4 – Code 
of Conduct Policy and the Social Media Policy.

The Professional Code of Conduct applies to all Trainers 
employed within the RTO division of Diversitat. This includes 
Trainers employed on a part-time, casual or permanent 
basis. Whilst working off-site, staff are also required to 
adhere to the requirements of the industry/workplace 
including whilst visiting a childcare centre or aged care 
facility.

Purpose

The purpose of the Professional Code of Conduct is to:

Promote adherence to the values Trainers at Diversitat 
Training and Diversitat Youth Education see as underpinning 
their profession; Provide a set of principles which will guide 

Trainers in their everyday conduct and assist them to solve 
ethical dilemmas. Trainers should always seek advice from 
their supervisor if in doubt.

The Code of Conduct will not cover every situation and 
there are additional policies and procedures set down by 
the organisation, departments and/or industry that may be 
applied on a case by case basis.

Relationships with Students

Trainers should create the best environment possible to 
enable all Students to achieve the qualification into which 
they have enrolled. The main focus of training is for each 
Student to achieve competency in a safe and comfortable 
environment. Trainers Demonstrate their Commitment to 
Students by:

• Knowing their Students, respecting their individual 
differences and catering for their individual abilities 
within reason. Maintaining a safe and challenging 
learning environment. Accepting professional 
responsibility for the provision of quality delivery.

• Having high expectations of every Student, recognising 
and developing each Students ability skills and talents.

• Considering all viewpoints.
• Communicating appropriately with Students.
• Maintaining professional relationships with Students at 

all times.

Trainers Treat Students with Courtesy and Dignity, they 
should:

• Work to create an environment which promotes mutual 
respect.

• Model and engage in respectful and impartial 
language.

• Protect Students from bullying, including intimidation, 
embarrassment, humiliation or harm.
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• Enhance Student autonomy and sense of self-worth 
and encourage Students to develop and reflect on their 
own values.

• Respect a Students privacy in sensitive matters, such 
as personal, health or family problems, and only reveal 
confidential matters when appropriate. Boundaries 
around confidentiality must be communicated with a 
Student and consent must be obtained to speak with a 
third party.

That is:

1. If the Student has consented to the information being 
used in a certain way

2. To prevent or lessen a serious threat to life, health, 
safety or welfare of a person (including the Student)*

3. As part of an investigation into unlawful activity
4. If the disclosure is required or mandated by law
5. To prevent a crime or enforce the law

*A breach of confidentiality may occur if the Trainer 
believes: the student is at risk of harming themselves; that 
someone is harming the Student and/or; that the Student 
will harm someone else.

The Trainer must refer on to an appropriately qualified 
professional when disclosure has occurred. Please see 
departmental policies and procedures to clarify procedure 
for referral and disclosure.

Trainers Maintain Objectivity in their Relationships with 
Students

• In their professional role, Trainers do not behave as a 
friend or parent, they:

• Interact with Students without displaying bias or 
preference.

• Make decisions in the Students best interest.
• Do not draw Students into their personal agendas.

• Do not seek recognition at the expense of professional 
objectivity and organisational goals.

Trainers are Always in a Professional Relationship with the 
Students

Trainers hold a position of influence and trust that should 
not be violated or compromised. They exercise their 
responsibilities in ways that recognise that there are limits 
or boundaries to their relationships with Students. The 
following examples outline some of those limits.

A professional relationship will be violated if a Trainer:

• Has an unlawful sexual relationship with a Student.
• Uses sexual innuendo or inappropriate language and/

or material.
• Touches a Student without a valid reason.
• Holds conversations of a personal nature or has 

contact with a Student via written or electronic means 
including but not limited to; email, letters, telephone, 
text message or chat lines without a valid context.

• Accepts gifts, which could be reasonably perceived 
as being used to influence them, from Students or 
Employers.

• A minor student is any student under the age of 16.

A professional relationship may be compromised if a 
Trainer:

• Attends non-work related parties and/or socialises with 
minor Students outside of established training hours.

• Communicates in a personal capacity with minor 
Students via online social networking, email, phone 
call, text etc.

• Invites a minor Student back to their home, particularly 
if no-one else is present

Diversitat Training’s Trainers are also covered by Diversitat’s 
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Code of Conduct Policy. Diversitat Training is not 
responsible for any communication that may occur between 
Trainers and Students outside of course hours which is not 
in a professional capacity.

Trainers Maintain a Professional Relationship with 
Communities and Where Appropriate, Parents of Minor 
Students (Caregivers, Guardians, Families).

Trainers should be respectful of, and courteous to, parents 
of minor Students. Trainers should:

• Consider parents’ perspectives when making decisions 
which have an impact on the education or wellbeing of 
a minor Student.

• Communicate and consult with parents in a timely, 
understandable and sensitive manner.

• Take appropriate action when responding to parental 
concerns.

Trainers Work in Collaborative Relationships with Students’ 
Families and Agencies.

Trainers recognise that their Students come from a 
diverse range of cultural backgrounds and seek to work 
corroboratively with Students’ families, agency workers and 
communities.

Trainers Work Within the Limits of their Professional 
Expertise.

In fulfilling their role, Trainers carry out a wide range of 
responsibilities. They support Students by knowing their 
strengths and the limits of their professional expertise. 
Trainers:

• Seek to ensure that they have the physical, mental and 
emotional capacity to perform their duties.

• Are aware of the role of other professionals and 
agencies and when Students should be referred to 

them for assistance.
• Are truthful when making statements about their own 

qualifications and competencies.

Relationships with Colleagues

Collegiality is an integral part of the work of Trainers. 
Trainers demonstrate collegiality by:

• Treating each other with courtesy and respect.
• Valuing the input of their colleagues.
• Using appropriate forums for constructive debate on 

professional matters.
• Sharing expertise and knowledge in a variety of 

collaborative contexts.
• Respecting different approaches to training.
• Providing support for each other, particularly those new 

to the organisation.
• Sharing information relating to the wellbeing of 

Students.

Personal Conduct

The personal conduct of a Trainer will have an impact 
on the professional standing of that Trainer and on the 
organisation as a whole.

Although there is no definitive boundary between the 
personal and professional conduct of a Trainer, it is 
expected that Trainers will:

• Be positive role models at work and in the community.
• Respect the rule of law and provide a positive example 

in the performance of civil obligations.
• Not exploit their position for personal or financial gain.
• Ensure that their personal or financial interests do not 

interfere with the performance of their duties.
• Act with discretion and maintain confidentiality when 

discussing workplace issues.
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Professional Competence Trainers Value their 
Professionalism, and set and Maintain High Standards of 
Competence.

Trainers:

• Are knowledgeable in their areas of expertise.
• Are committed to pursuing their own professional 

learning.
• Complete their duties in a responsible, thorough and 

timely way.

Trainers are Aware of the Legal Requirements that Pertain 
to their position in relation to:

• Discrimination, harassment and vilification
• Negligence
• Mandatory reporting
• Privacy
• Occupational health and safety
• Training qualification requirements.

Harassment and Discrimination 
Policy
Refer to Diversitat’s EEO and Prevention of Discrimination, 
Harassment & Bullying Policy in Section 9, which is the 
relevant policy covering the whole organisation. Please 
contact Diversitat Training.

Disciplinary Policies and Procedures for Students

A student who consistently fails to abide by the Code of 
Conduct for students, or continually and blatantly abuses 
student Responsibilities (see Student Handbook), or 
breaches the Equal Opportunity (EEO) and Prevention of 

Discrimination, Harassment and Bullying policy (section 9) 
of the organisation will be subject to a disciplinary process.

Any student found to have acted with severe misconduct 
against the Code of Conduct or the above mentioned policy 
will face disciplinary action which may include immediate 
removal from the training environment and/or withdrawal 
from any further training. If the matter is criminal in nature, it 
will be placed in the hands of the relevant authorities.

Diversitat staff are bound by organisational policies 
regarding the prevention of discrimination, harassment & 
bullying. Students are bound by the code of conduct for 
students as mentioned in this document.

Social Media Policy
Definition of Social Media 

Social media is the term used for internet-based tools for 
sharing and discussing information among people. It refers 
to user-generated information, opinion and other content 
shared over open digital networks.

Social media may include (although is not limited to):

• Social networking sites (for example Facebook, 
Myspace, LinkedIn, Bebo, Instagram, Yammer, Pintrest 
etc.)

• Video and photo sharing websites (for example Flickr, 
Youtube)

• Blogs, including corporate blogs and personal blogs
• Blogs hosted by media outlets (for example ‘comments’ 

or ‘your say’ feature on theage.com.au)
• Micro-blogging (for example Twitter)
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• Wikis and online collaborations (for example Wikipedia)
• Forums, discussion boards and groups (for example 

Google groups, Whirlpool)
• Vod and podcasting
• Online multiplayer gaming platforms (for example World 

of Warcraft, Second life)
• Instant messaging (including SMS)
• Geo-spatial tagging (Foursquare).

Social media also includes all other emerging electronic/
digital communication applications.

General Rules of Engagement

For Students whilst attending training or engaged in Social 
Media sites relating to training, such as class-groups:

• Cannot create any group pertaining to or relating to 
training at Diversitat Training.

• Must not comment, or imply that they comment, on 
behalf of Diversitat or Diversitat Training.

• Must disclose and comment only on information, which 
is not confidential and is classified as public domain 
information.

• Must ensure that all content published is accurate, not 
misleading and complies with all relevant organisational 
policies and other relevant requirements.

• Comment only on their first-hand personal experiences, 
e.g. not what you have heard or been told by someone

• Must adhere to this policy; and adhere to the other 
relevant Diversitat Training Policies e.g., Code of 
Conduct.

• Should consider legislation such as copyright, 
privacy, defamation, contempt of court, discrimination, 
harassment and any other applicable laws

Student Guidance For Social Media Usage

The following guidelines are to help Students understand 
the possible legal issues when using social media. These 
also represent social media users’ obligations under 

this policy. When in doubt, Students should seek further 
guidance from their Trainer or Program Manager.

Privacy, confidentiality and information security

Students should not publish or report on conversations 
or information that is deemed confidential or classified or 
deals with matters that are internal in nature.

Personal information about others should not be made 
available on social media unless express consent has 
been obtained from that person in relation to the use and 
disclosure of their personal information.

Copyright

Students must respect copyright laws and fair use of 
copyrighted material.

All Students are expected to attribute work to the original 
author or source wherever possible.

Harassment and Bullying

Diversitat Training’s Harassment and Discrimination 
Guidelines applies both on-line and in the physical learning 
environment.

Bullying and harassment includes any bullying or harassing 
comments Students make on-line, even on their own private 
social networks or out of classroom hours.

All Students are expected to treat their fellow Students, 
Trainers and Diversitat Training staff with respect and 
dignity and must ensure their behaviour does not constitute 
bullying and/or harassment.

Defamation

Students are to refrain from publishing material that may 
cause injury to another person, organisation, association 
or Diversitat Training’s reputation, and should seek further 
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legal guidance if publication of such material is thought to 
be necessary.

All defamatory postings will be removed by the Diversitat 
Training Senior Official User.

Offensive or Obscene Material

Material may be offensive or obscene and may infringe 
relevant online classification laws if it is pornographic, 
sexually suggestive, harassing, hateful, racist, sexist, 
abusive or discriminatory. These must not be used.

Contempt of Court

All students must exercise care if referring to pending court 
proceedings to avoid publishing material that may have 
a tendency to prejudice those proceedings, in particular, 
material that will not be part of the evidence in those 
proceedings. It is recommended that all students make 
enquiries as to any applicable court suppression orders 
prior to commenting on any court proceeding (whether past 
or pending).

Materials/comments for political purposes; industrial 
campaigns; conducting private business amongst your 
class group is prohibited whilst enrolled as a Student at 
Diversitat Training.

Performance Appraisals and Criticism

As social media users, Students are prohibited from using 
internal or external social media channels for evaluating 
the performance or publicly criticise of their co-students, 
trainers, employers or Diversitat Training staff.

Dealing with Sensitive Information

For your protection, and the protection of our organisation, 
Students are prohibited from using internal or external 

social media channels to discuss trade secrets, legal 
matters, litigation or our financial performance.

Other illegal materials deemed as such under VIC and/or 
Australian Commonwealth law must be avoided.

Breach of Guidelines

Breaches of Social Media Usage Rules and Guidelines 
will include but not limited to actions that adversely affect 
classroom relations, safety, performance, intellectual 
property, professional reputations and Student’s interests. 
Diversitat Training will attempt to establish the connection 
between conduct and its learning environment when 
considering decisions regarding incidents arising from 
Social media. Failure to comply with this social media 
policy may result in: Disciplinary action up to, and including, 
termination.

Occupational Health and Safety 
Policy
Scope

The CEO is accountable to the Executive and Council to 
ensure this policy is implemented. HR and Management 
are accountable to the CEO for ensuring this policy is 
implemented across the business.

Purpose

Diversitat believes that a well managed health and safety 
program is an integral part of good management practice. 
We are committed to the provision and maintenance of 
a working environment which is safe and without risks to 
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health and prevents injury and harm to our employees, 
volunteers, clients and visitors.

Relevant Diversitat Policies

• Casework Policy
• Code of Conduct Policy
• Drug and Alcohol Policy
• Environmental Policy
• Equal Employment Opportunity (EE0) and Prevention of 

Discrimination, Harassment and
• Bullying Policy
• Home Visits Policy
• HR Management Policy
• No Gossip Policy
• Organisational Risk Management Policy

Health and Safety Strategies

Diversitat‘s strategy to implement an effective policy is to:

• Adopt sound risk management principles and practices 
to eliminate and control workplace hazards;

• Accept our legal and ethical obligations to ensure 
our workplaces are safe for all employees, clients, 
volunteers and council members;

• Comply with health and safety legislation through 
adherence to legislative compliance standard;

• Commit to establishing the functions and roles of all 
people in the organisation involved in maintaining 
workplace health and safety;

• Ensure accountability of all levels of management 
for implementing health and safety practices and 
procedures;

• Ensure the importance of consultation and co-
operation between management and employees for 
effective translation of objectives into action;

• Continuously improve heath and safety performance 
through regular system auditing, evaluation and 

actioning system improvement plans;
• Hazards need to be identified, risks assessed and 

controls put in place so that our strategies are 
preventative and not reactive;

• Provide training in, and communication of, health and 
safety practices and procedures;

• Promote awareness through open communication and 
delegate ownership for health and safety management 
throughout the organisation;

• Encourage input from employees, clients and other 
stakeholders on how we can improve health and safety;

• Report  and  investigate  all  incidents,  rehabilitate  
injured  employees  and  correct system deficiencies;

• Ensure adequate resources are made available to 
implement the policy’s intent;

• Commitment to regular monitoring and review of the 
policy and its effectiveness.

Procedure for Reporting an Injury

A Student, Trainer or employee must notify their WH&S 
representative, or Program Manager, of any injury or 
disease which has been contributed to by training, working 
or Diversitat Training’s environment within 30 days of 
becoming aware of it.

To report an injury or illness you will need to list the 
following information in the Register of Injuries which is kept 
with the WH&S representative:

• Your name and course enrolled in, or job title;
• The date and time of your injury or illness;
• Your exact location when you were injured or became 

ill;
• How the injury or illness happened;
• The nature of the injury or illness and what parts of 

your body were affected;
• Any witnesses to the injury or illness; and
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• The date you notified the WH&S representative or 
Program Manager.

You can also give written notice in another form as long as 
it includes the above information. If you are unable to notify 
Diversitat Training, someone else can do it for you within the 
30-day limit. That person must give his or her name.

Diversitat Training will acknowledge in writing that they have 
been notified of your injury or illness.

Excursions

From time to time as part of your learning you may be 
asked to attend an activities/excursions outside Diversitat 
Training premises. It is important to ensure that all forms 
you are asked to fill-out in relation to the activity/excursion 
are completed prior to attending.

Disciplinary Policies and 
Procedures for Students
A student who consistently fails to abide by the Code of 
Conduct for students, or continually and blatantly abuses 
student Responsibilities (see Student Handbook), or 
breaches the Equal Opportunity (EEO) and Prevention of 
Discrimination, Harassment and Bullying policy (section 9) 
of the organisation will be subject to a disciplinary process.

Any student found to have acted with severe misconduct 
against the Code of Conduct or the above mentioned policy 
will face disciplinary action which may include immediate 
removal from the training environment and/or withdrawal 

from any further training. If the matter is criminal in nature, it 
will be placed in the hands of the relevant authorities.

Privacy Policy
Diversitat Training is bound by both the Privacy Act 1988 
(Commonwealth) and the Privacy and Data Protection Act 
2014 (Victorian). Both of these acts provide a framework for 
how we must handle your personal information.

Your privacy is important to Diversitat Training and we are 
committed to protecting the personal information that we 
collect, hold and administer.

This privacy policy outlines the personal information that 
Diversitat Training collects, and the ways in which Diversitat 
Training uses that personal information.

Personal Information Collection

Diversitat Training collects and uses the following kinds of 
personal information:

• Information about transactions carried out in the 
purchase of training and/or training programs.

• Information that students provide for the purpose of 
undertaking a quality training program.

• Any other information that students send to us that is 
relevant.

Use and Disclosure of Personal Information

Diversitat Training may use students personal information 
to:
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• Administer our training programs
• Send to students products and/or information 

regarding training
• Supply to students, services that have been purchased
• Send students statements, invoices and or training 

program documentation
• Collect payments from students
• Send students marketing communications.

Students who do not wish to receive marketing material are 
offered a simple means of requesting not to receive such 
communications.

Where Diversitat Training discloses students personal 
information to Government Departments for the purposes of 
training, the Department in question will be obligated to use 
that personal information in accordance with the terms of 
the Privacy Acts noted at 31.9.

In addition to the disclosures reasonably necessary for the 
purposes identified elsewhere above, Diversitat Training 
may disclose students personal information to the extent 
that it is required to do so by law, in connection with any 
legal proceedings or prospective legal proceedings, and 
in order to establish, exercise or defend its legal rights. 
Sharing information with agencies or professionals other 
than those identified elsewhere above, will only occur with 
the prior consent and agreement of the student.

Data Quality and Security

Diversitat Training will take reasonable steps to make sure 
that the personal information collected, used or disclosed 
is accurate, complete and up to date. Diversitat Training will 
take reasonable technical and organisational precautions to 
prevent the loss, misuse, unauthorised access, disclosure 
or modification of students personal information. Diversitat 
Training will store all the personal information students 
provide on its secure servers. Beyond the mandated period 

established by Government departments, all material 
retained on a student will be destroyed.

Openness

Diversitat Training are open about the types of information 
collected from students and how this information is used. 
Any student who is unclear can seek clarification from the 
program manager or manager training and education.

Cross-border Data Transfers

Information that Diversitat Training collects may be stored, 
processed and transferred between any of the states or 
territories in which Diversitat Training operates to ensure 
we can fulfil our obligations under legislation and to the 
student.

Access and Correction

Students may seek access to their own personal 
information kept on their behalf. There are some exceptions 
to this set out in the Act. Where the personal information 
about an individual held is proven to be inaccurate, 
incomplete or out of date, Diversitat Training will take 
reasonable steps to correct the information. To make a 
request, students need to contact the Manager Training & 
Education in writing. Diversitat Training requires students 
to verify their identity and specify what information they 
require.

Contact Details

If students have any questions about this Privacy Policy or 
Diversitat Training’s treatment of their personal information, 
they are encouraged to write to the General Manager 
Training and Education

Email: training@diversitat.org.au 
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Mail: PO Box 4118, Geelong, Victoria, 3220

Unique Identifiers

From 1st January 2015 students undertaking nationally 
recognised training with Diversitat Training (or any other 
RTO) are required under legislation, to have a Unique 
Student Identifier (USI). Diversitat Training will provide 
students with comprehensive information regarding the USI 
prior to enrolment.

Anonymity and Pseudonymity

When enrolled in accredited training it is difficult for a 
student to remain anonymous. Where it is lawful and 
practicable, Diversitat Training will allow individuals to 
remain anonymous.

Updating this Statement

Diversitat Training may update this privacy policy by posting 
a new version on its website. Students are encouraged to 
check this page regularly to ensure they are familiar with 
any changes.

Cancellation and Refund policy 
and procedure
Withdrawal

Should you withdraw, you will NOT receive an automatic 
refund of fees. To be eligible for a refund, you must 
complete, sign and return a ‘Withdrawal’ form within 4 
weeks of the commencement of your course. This form is 

available from Diversitat Training reception.

Long Courses (More Than 7 Weeks Duration)

In the event of a course being cancelled or postponed 
by Diversitat Training by more than 4 (four) weeks, a full 
refund will be issued to the student, unless alternative 
arrangements, acceptable to the student are made. 
Students who officially withdraw (by written notice*) 
between enrolling and four weeks into the course will 
receive refund of the course fee less a $250 administration 
fee. Fee Refunds may take up to 30 days from date of 
application.

No refunds will be given after four weeks from the 
commencement date. If extenuating circumstances apply, 
a refund of the course fee less a $250 administration fee 
may be given, after a written report by the student has been 
assessed.

*It is the student’s responsibility to complete, sign and 
return a Withdrawal/Cancellation form. This form is available 
from Diversitat Training reception.

Short Courses (Less Than 7 Weeks Duration)

No refund will be given to students who withdraw* 7 days 
(seven) or less before course commencement (or non- 
attendance) without proof of extenuating circumstances 
(e.g. medical certificate). If proof of extenuating 
circumstances is received and approved, up to 80% of the 
course fee may be refunded.

*It is the student’s responsibility to complete, sign and 
return a Withdrawal/Cancellation form. This form is available 
from Diversitat Training reception. Fee Refunds may take up 
to 30 days from date of application.

See full Refunds Policy for further information in the Policies 
section of this document
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Fee Refunds Policy

It is the student’s responsibility to complete, sign and return 
a Withdrawal/Cancellation form. This form is available from 
Diversitat Training reception.

Fee Refunds may take up to 30 days from date of application.

• If a student cancels or withdraws after enrolment there 
is a non-refundable administration fee of $250 or $50 
for concession holders.

• If a student withdraws 4 weeks after commencement, 
they will be liable for the full course fees, payable 
within 30 days.

• If a students enrolment suspension is approved, they 
will be liable for the full/outstanding course fees 
payable within 30 days.

• Credit transfer evidence must be submitted within 2 
weeks of enrolment application or I will be charged 
tuition for those units

• Proof of concession must be provided within 14 days 
of enrolment application otherwise the non-concession 
rate will apply.

• For Traineeship enrolments only: If additional Trainer 
visits are required, above the allocated number of visits 
over the duration of training, there will be a $150 fee 
for each additional visit.

• Full payment is required in order to receive your 
qualification/statement of attainment.

• If you withdraw from your course, you will be liable for 
all outstanding fees plus $30 for each learner guide 
received.

Cancellation/Adjustment – Courses only

Diversitat Training reserves the right to adjust, cancel or 
postpone classes/courses if necessary. Classes/courses 
will be cancelled or postponed if insufficient numbers of 

students are enrolled. Full refund of fees are payable if 
classes/ courses are cancelled by Diversitat Training.

Fee Refunds may take up to 30 days from date of 
application and will be paid to the student in the form of  
a cheque.
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Training Sites

Vines Road Campus 

Located 37-45 Vines Road, Hamlyn 
Heights, next to the community centre. 
Plenty of free on-site parking available, 
kitchen facilities and open space.  
Bus route 24.

Geelong Campus/ 
Diversitat Youth at the Pulse 

Our campus is located in Central 
Geelong at the Pulse Training Rooms 
68-70 Little Ryrie Street, Geelong. 
There is 3 hour on street metered 
parking, including disability parks 
around the immediate area as well 
as all day metered parking in the Hay 
Market carpark in Myers street. We are 
also located close to public transport.

= Classroom

Entry
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Northern Community Hub 

Our Northern Community Hub is 
located at 25-41 Arunga Ave, Norlane. 
There is plenty of on-site parking 
available and public transport within 
short walking distance. Bus route 20.

Youth You Turn

Located 76 Furner Avenue, Bell Park, 
Youth You Turn is a pre-study facility 
that is hands-on and aims to build 
ability and skills for employment. 
Classrooms are also located here 
and there is plenty of on-site parking 
available. Bus route 1.

Belmont Campus

There is plenty of free all day 
parking available near our Belmont 
Classrooms located 33 Mt Pleasant 
Road, Belmont. This area is also 
located close to public transport and 
shops. Bus routes 42 (right outside), 
1, 41, 49, 101



www.diversitat.org.au/training

7- 9 Ryan Place, Geelong 
VIC Australia 3220

(03) 5246 9600

Geelong Ethnic Communities Council Inc. trading as Diversitat. 
TOID 5819 | CRICOS Provider Code 03369J.
Training is delivered with Victorian and Commonwealth Government funding to eligible individuals.
Diversitat adheres to all applicable Laws and Legislation. 
Individuals with disabilities are encouraged to apply.


