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This leaflet provides you with summary information about:

· Who we are

· How we select and induct students

· Fees

· Course delivery and assessment

· Recognition of Prior Learning

· Mutual recognition 

· Certificates

· Privacy and records

· Student support

· Bullying and harassment

· Grievances, complaints and appeals

· Feedback processes

If you would like to see our full policies please send an email request, ask our representative, or call us.

Congratulations on considering a training program with Big Picture Education Australia (BPEA).  We are committed to working with you to achieve your learning and assessment goals, and to providing you with high quality services.

Our enrolled participants have rights and also obligations in their training and assessment.  This leaflet provides you with summary information about our standards, policies and procedures, and your obligations as an enrolled student with BPEA.  

Please take the time to read this leaflet.

Who are we?

BPEA is a Registered Training Organisation (RTO) operating under the Vocational Education and Training Act (1990) the Victorian Qualifications Authority Act (2000) and the Education and Training Reform Act 2006, specialising in high quality training and assessment services.  

How can I contact BPEA?

You can contact Big Picture Education Australia at:

info@bigpicture.org.au    OR

www.bigpicture.org.au     OR

Ring 02 9590 5341
Selection and Induction 

Our programs are open to those who work in the education sector and have the interest and capacity to undertake the requirements of the course or training program.  After selection, students complete an enrolment form and receive additional information about their course of study. Students are able to access their records or be re-issued a copy of their statement of attainment by contacting BPEA at PO Box 544, Strawberry Hills NSW 2012 and requesting a copy. 
Fees

Please see the individual training program brochures for fee details.

Delivery

We are committed to offering training and assessment in flexible ways including:

· on the job, in your workplace 

· at appropriate training venues, and 

· a mixture of both on and off the job
If you have specific needs, please contact us to discuss the options.  Please refer to your course information handout for more information, or ask our representative.  

Course Duration

The time taken to complete a course can vary, depending on the course requirements and your skills and capacities.  To gain a Statement of Attainment you must be assessed as competent in the relevant unit of competency (TAEDEL402A - Plan, organise and facilitate learning in the workplace
) 

Skills Assessment

Skills assessment is about collecting evidence and making judgements to confirm that you have the skills or competencies to perform to the standard required in the workplace.  Skills assessments are carried out both during and at the end of the course.  We will be as flexible as possible in our assessment within the course guidelines and will give you feedback on your progress.  

You have the right to appeal if you believe you have been unfairly assessed – the process is the same as listed under Complaints and Appeals procedures.
Plagiarism and cheating
It is plagiarism when students use the ideas, words or work of other students and submit these in an assessment task as their own. Failure to acknowledge someone else’s ideas or published work is also plagiarism. If you offer others your work then you are cheating.  Collusion and copying are also regarded as cheating. 
If students are having difficulties with assessment tasks they should contact the trainer for advice and support.

Students who cheat or plagiarise will be deemed “not yet competent’ and will need to resubmit work for reassessment.
Recognition of Prior Learning

Recognition of Prior Learning (RPL) is about recognising skills and knowledge obtained through training, work experience or life experience.  The main focus of RPL is the competencies developed through those experiences, not how, when or where the learning occurred. If you believe that this applies to you ask for an application form before your course commences.

Recognition of other qualifications
BPEA recognises any relevant national qualifications and Statements of Attainment gained in any other RTOs, including TAFE.  If you have a qualification or Statement of Attainment related to the course you are doing with us, submit the original certificate(s) to obtain recognition.

Certificates

On the successful completion of your training, we will issue you with a Statement of Attainment or Certificate of Attendance, depending on the training you have completed.  Where units of competency are involved, the certificate will list the competencies.  

Recordkeeping

We will keep records of your participation with BPEA in secure, confidential storage, including copies of the qualifications you have obtained.  We will maintain your privacy in line with legislation.

Please keep your certificate in a safe place.  Remember to use photocopies to accompany your resumes.  If you misplace your original certificate, please contact us. There are no fees to obtain a reprint.
Equipment and Resources

We will provide you with the necessary, equipment and facilities to meet your needs and can arrange for modifications, within resources, if you have special needs.  Please contact us if you would like to discuss your needs, for example if you have a disability.  We will treat any requests for special consideration fairly and in confidence.

Participant Support

BPEA staff can give you guidance if you are having difficulties related to your studies.  If further support is required we will, where possible, assist you to access this to enable you to complete your studies.

Complaints and Appeals

BPEA has a policy to deal with grievances, complaints or appeals.  We aim to deal with such issues immediately, effectively, professionally.  

All students have the right to make a complaint or appeal any decisions (including assessment decisions) and to be treated fairly in the process.  

If we receive complaints or appeals we will attempt to resolve them in a constructive and timely manner.  We will use informal processes to resolve issues where possible, but we also have formal procedures to deal with any complaints or grievances.

If you are unhappy with any part of your training program, including assessment, please discuss your concerns with your training representative.  

If you are not comfortable with a personal approach, or the matter remains unresolved, please complete a Grievance Form, available from your trainer. You may prefer someone to contact us on your behalf to get a form, or discuss the issue.  You can also contact the National Training Complaints Hotline, telephone: 1800 000 674.

Access and Equity

BPEA is committed to providing an accessible and fair learning environment.  This is about making sure that people are not discriminated against or harassed on the basis of their sex, race, age, disability, sexuality, marital status or pregnancy.  

Equal Opportunity legislation ensures that people are treated fairly.  As an enrolled student of BPEA, you will also have an obligation under legislation to treat others fairly in this way.

If you have a disability that you feel may affect your learning program, please feel free to discuss this with us.  We can arrange an interview so that your needs can be assessed and resources, specialised equipment or additional personnel can be negotiated.  

We will treat such information in confidence and we will endeavour to provide the required support within our resources.

Bullying and Sexual Harassment

Under legislation, you are required to ensure you do not bully or harass fellow students, trainers and assessors and any other person in connection with your training.  

This includes sexual harassment, which is unlawful.  Sexual harassment is any unwelcomed behaviour of a sexual nature and can include sexual gestures, offensive remarks or physical contact.  

We expect an environment free from harassment or bullying.  Any breaches of this code will be treated very seriously.  

If you feel you have been bullied or harassed please speak with your BPEA representative and we will deal with the issue promptly and in confidence in line with our policies and procedures.  If you cannot speak with our representative please complete the complaints form.
Feedback

Evaluation Forms will be given to you during the term of your training.  We wish to improve our services and your feedback is important to us.  If you would like to give us additional feedback please contact us.

As a Registered Training Organisation (RTO), BPE may also be audited from time to time by the Australian Skills Qualitty Authority (ASQA).  Please feel free to offer candid feedback if they do contact you.

Occupational Health and Safety

The Big Picture Education Australia is committed to providing a safe and healthy working environment and to ensuring that the conduct of its activities is not harmful to the health and safety of its employees and training participants.  If you have any concerns about health and safety in relation to your training you should immediately make your trainer or assessor aware of your concerns.

Procedures for Refund of Fees

We will consider each request for refund individually but with the following procedures underpinning its decision:

A. Should we cancel or postpone any course, participants are entitled to a full refund within 14 days of cancellation or transfer of funds to a future course. 

We will provide refunds when:

a. Participant cancels their attendance no less than two weeks prior to the commencement of the course

b. The participant is unable to attend the course due to documented hospitalisation/ illness with a medical certificate provided.


We will not provide refunds when the participant cancels their attendance less than two weeks prior to course commencement.


All refunds will be documented, recording the participant’s name, reason for refund; amount refunded and date of the refund.
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Contact us:


Level 1, 5 Saywell St


Marrickville


NSW 2204


T: +61 2 9590 5341


F: +61 2 9590 3416





Email:


info@bigpicture.org.au
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