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Welcome to SNS College of Western Australia.

We are delighted that you have chosen to study with us and look forward to
supporting you throughout your learning journey.

SNS College of Western Australia is a Registered Training Organisation (RTO Code 53034)
committed to delivering high-quality vocational education and training that is practical,
industry-relevant and focused on helping students achieve their personal, educational
and employment goals.

NATIONALLY EXPERIENCED INDUSTRY STUDENT
RECOGNISED TRAINERS RELEVANT SUPPORT
TRAINING LEARNING

We deliver accredited,
industry-relevant
training that leads to
nationally recognised
qualifications.

Our trainers and We provide a safe,
supportive and
inclusive environment

to help you succeed.

Practical learning and
assessors are qualified,
experienced and
maintain current
industry knowledge.

contemporary resources
prepare you for real
workplace environments.

WHAT THIS HANDBOOK COVERS

M «» &2 ®

Enrolment & Learning & Student Support Rights & Fees, Refunds
Commenc nt A it & Wellbeing Responsibilities & Withdrawals
OUR COMMITMENT TO YOU
©) A V! v
QUALITY TRAINING FAIR ASSESSMENT LEARNER SUPPORT SAFE ENVIRONMENT
High-quality training Assessment is Access the support A safe and healthy
designed to build conducted fairly, you need to achieve learning environment
skills, knowledge and consistently and in your goals, for all students.
confidence, line with policy.

Qur commitment is to provide a safe, supportive and inclusive learning environment

where every student is treated fairly, respectfully and professionally.

IN THIS HANDBOOK

&F  Student Journey

Before You Enrol

Rights & Responsibilities

Student Code of Conduct

Learner Support & Wellbeing
Learning & Assessment

RPL & Credit Transfer
Certification & Records

Fees, Refunds & Consumer Protection
Complaints & Appeals

Privacy & Confidentiality
Workplace Health & Safety (WHS)

Continuous Improvement
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Contact Us

ORNORNL

Complaints, Privacy & Work Health
Appeals & Student & Safety
Feedback Records
R 1S

RESPECT & INCLUSION RECOGNISED OUTCOMES

We value diversity and Nationally recognised

qualifications that
support your future
pathways.

treat everyone with
respect and fairness.

If you require assistance at any
stage of your training, please
contact our team. We are here to help.
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PRE-ENROLMENT LEARNEF
REVIEW

sNs coLLEGe = STUDENT JOURNEY
ENQUIRY TO CERTIFICATION

Supporting our students from enquiry to certification and beyond.
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SUBMIT
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STUDENT
ENROLMENT

ACCOUNT
SETUP

COURSE ACCESS
& LEARNING

LEARNING &
ASSESSMENT

CERTIFICATION
& FEEDBACK

+ Website « Coursir Information + Eligibdity Check = LLN Assessment » Envolrment Form « Encolment Appioved |+ Creste Student Profle | | » Access LMS + Training Delivery | = Final Assessment
Flyer . - . ) Chteome:
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=B Reauements: | | - Training Suitabiiity « Pra-Encaiment + Payment Wboirmation ks
+ Referral - * Supperting + Confinuous
» Course Duration & e Interview Arrangements
+ Licensing Documents + Progress Improvement
Delivery celi s ) » Confirmed .
Conedecktions « Visa Efigibity Check (if applicabie) Monitering
{if applicable) {if applicable)
LEARNER SUPPORT ENROLMENT POLICY STUDENT HANDBOOK INDUCTION & TRAINING & PROGRESS CONTINUOUS
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+ Reasonable

+ Fair and Transparent

Adjustment Process

+ Learning Support + Consistent Application

of Policy
» Referral Pathways

+» Ongoing Monitoring

SUPPORT IS AVAILABLE

We are here to suppert you.

For any assistance, please
contact our Student

Support Team.

LEGEND:

->

student journey

Indicates the flow of the

L[]

« Policies & Procedures

» Course Overview

+ Student Rights +* How to use LMS
» Support Services * Assessment Process
+ Assessment » Support Available
Infermation
OUR COMMITMENT TO YOU

SNS5 College of Western Australia is committed to providing
high quality training and assessment in a supportive, inclusive
and professional environment,

We ensure our processes ae fair, transparent and compliant
with the Standards for Registered Training Organisations
(RTOs} 2025.

We are here to support you every step of the way,

Indicates supporting policies,

{

procedures and documents

RTO CODE: 53034
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+ Monitor Progress

* Assessment

irements
i + Trainer Feedback

+ Evidence Requi ts
vidence Requiremen < Eaie ke

» Academic Integrity

+ At Risk Support
« Reasonable Adjustments
KEY PRINCIPLES
&n R
Student Integrity & Quality
Focused Transparency Training
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+ Feedback Analysis
+ Process Review
+ Quality Improvement

+ Better Outcomes
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Support &
Respect

Continuous

Improvement

Success
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Choosing the right training program is an important decision.

SNS College of Western Australia is committed to ensuring that prospective

. o ot 4 ] i The pre-enrolment review process
students receive sufficient information and support to make informed decisions

may include consideration of:
about their training and career pathways.

course suitability and intended
career outcomes;

Before enrclment is confirmed, prospective students are provided with information about the training product,
delivery arrangements, assessment requirements, fees and charges, learner support services and any relevant entry requirements and

o A rerequisites;
licensing, regulatory or workplace requirements. P 9

language, literacy, numeracy and

As part of the enrolment process, SNS College reviews whether the training product is suitable for the learner's digital literacy skills;

individual needs, goals and circumstances. This process helps ensure that students are enrolled in training that learner support requirements;

provides the greatest opportunity for successful participation, progression and completion. - .
workplace or vocational experience

requirements; and

licensing, regulatory or industry
expectations relevant to the
training product.

Where additional support needs are identified, SNS College will discuss available support options,
reasonable adjustments, referral pathways or alternative training pathways before enrolment is finalised.

PRE-ENROLMENT REVIEW PROCESS

The pre-enrolment review process is designed to assist both the learner and SNS College in determining whether
the selected training product is appropriate and whether any additional support arrangements may be required.

Depending on the training product and learner circumstances, the review process may include:

1. LEARNER SUITABILITY 2. LANGUAGE, LITERACY, 3. LEARNER SUPPORT
O REVIEW F‘ NUMERACY AND CO.‘%% REVIEW
20 @ A review of the learner's 33@ BUSIAE LINERAGY REVIEW % & Identification of any
goals, previous experience, An assessment of foundation reasonable adjustments,
intended outcomes and skills to identify any support learning support strategies
suitability for the selected requirements and ensure the or referral services that
training product. learner can effectively may assist the learner to
participate in training and successfully complete
assessment activities. their training.
4. IDENTITY AND 5. UNIQUE STUDENT 6. COURSE INFORMATION
USI VERIFICATION U s | IDENTIFIER (USI) REVIEW
Verification of learner Students undertaking natienally @ Confirmation that the learner
: 2 recognised training are required :
identity and, where to provide a valid Unique Studeat !‘155 recelved and. thceistood
required, confirmation Identifier (USI) before certification information relating to:
of a valid Unigue Student can be issued. + course code and title;
Identifier (US!) to support The USI allows nationally + duration and delivery
enrolment and future recognised training outcomes arrangements;
certification requirements. to be recorded and accessed + fees and charges;

through a secure online system.

assessment requirements;
Students who do not already have
a Usl can create one through the
Australian Government USI website at: withdrawal and refund
wWww.usi.gov.au arrangements; and

learner support services;

certification outcomes.

SNS College may assist students
with the US| process where required.

The purpose of this process is to support informed decision-making, learner success and positive training outcomes.

SNS College of Western Australia Pty Ltd Q
RTO Code 53034 ND
Level 1, 224-226 Stirling Street
Perth WA 6000

08 6513 4505
@ info@snscollege.com.au

@ www.snscollege.com.au
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Learning is a partnership. SNS Cellege is committed to
providing quality training and support. Students are
expected to engage responsibly and uphold professional standards.

At SNS College of Western Australia, we are committed to creating a learning environment that
is safe, inclusive, respectful and focused on student success.

Successful learning is a partnership between the student and the College. While SNS College
is responsible for providing quality training, assessment, learner support and administrative
services, students also play an important role in their own learning experience and success.

These rights include access to accurate information, quality training and assessment, fair treatment,
learner support services, privacy protections and appropriate complaints and appeals processes.

jo]@]e]
i
. As a student, you have rights that protect your interests and support your participation in training.

Students also have responsibilities that contribute to a positive learning environment. These include
participating actively in training and assessment activities, behaving professionally and respectfully,
maintaining academic integrity, meeting administrative and financial obligations, and communicating

with the College when support is required.

o The infographic below outlines the key rights and responsibilities that apply to all
students enrolled with SNS College of Western Australia.

22 OUR SHARED COMMITMENT

At SNS College, we believe that successful learning outcomées are achieved
when students and the College work together in a respectful and supportive partnership.

@ SNS COLLEGE IS COMMITTED TO: @ STUDENTS ARE EXPECTED TO:
Providing quality training and m Participate actively in learning and
assessment services. B ® 4] assessment activities.

7 -
Supporting student learning, n Take responsibility for their
wellbeing and success. WORKING learning and progress.

% Treating all students fairly, TOGETHER ‘@ Behave professionally and
respectfully and professionally. Nig g%‘;;g:: Sl respectfully towards others.

Maintaining a safe, inclusive and @) Seek assistance when

supportive learning environment. support is required.
YOUR RIGHTS AND RESPONSIBILITIES

YOUR RIGHTS @ YOUR RESPONSIBILITIES

As a student, you have the right to: () As a student, you are expected to:

PROVIDE ACCURATE INFORMATIOM

+ Provide accurate enrclment information and keep your

QUALITY TRAINING AND ASSESSMENT
* Receive nationally recagnised training and assessment

deiivered by qualified trainers and assessors. porsonal details up to date,
+ Participate in training that meets regulatory and = Infarm SNS College of any changes that may affect your

industry requirements. enrolment or participation.

ENGAGE IN LEARNING

CLEAR INFORMATION
Accoss accurate information about courses, fees, oo - .ﬂ.lle.nd scheduled h_m'ning SESHIONG )Nhl:l"o applicable.
assessments, support services and certification outcomeas. oo @ = Participate actively in learning activities and complete

Be informed of any significant changes that may — required assesaments.

Bffe et yolr treiping: MAINTAIN ACADEMIC INTEGRITY
FAIRNESS AHDHESEECTE ; :::.T;r:;; fsm, w:erk.l'ng eollusion ar any form of
7 : : . jariem, cheating, collusion y farm o
Be treated fairly, respectfully and without discrimination, academic misconduct.

harazment or bulfying.

- 1l - " + Use artificial inteili Al) tool ibly and
+ Leam in a safe and inclusive envirenment. mariificlel ieligerics (Al todls rasponathly. s

only where permiited.
MARAGE YOUR EVIDENCE

* Rotain copies of assessment submissions and supporting
avidence.

+ Maintain records required for workplace-based training
or ansessment activities.

‘©" RECOGNITION OF EXISTING SKILLS MEET FINANCIAL OBLIGATIONS
Mg

= Apply for Recognition of Prior Learning (RPL) er | — @ = Pay fees and charges in accordance with agreed

FAIR ASSESSMENT
o + Be assessed fairly and receive timely feedback on your
v' —@ progress and assessment outcomes.

+ Apply for reasonable adjustment where appropriate,

Crodit Transfer where aligible. payrmant arrangements.

BEHAVE PROFESSIONALLY

= Treat staff, trainers, assessors and fellow students
weith respect.

» Fallow the Student Code of Conduct at all times.

PRIVACY AND CONFIDENTIALITY
= Have your personal information protected and
managed in accordance with privacy legislation.

% FEEDBACK, COMPLAINTS AND APPEALS

WORK SAFELY

* Follow Work Health and Safety [WHS) requiremants
and instructions.

+ Reoport hazards, incidents or safety concerns as soon
ac poscible.

USE RESOURCES APPROPRIATELY

+ Provide feedback about your training exparience,

» Lodge a complaint or appeal without fear of dizadvantage
or retalintion.

Have complaints and appeals managed fairly,
confidentially and prompthy.

.

|-— ACCESS TO RECORDS « Use college facilities, equipment, LMS systems and
E = Agceess your training records, assessment sutcomes learning resources responsibly and ethically.
and eertification decu ien in d with 5%
SNS Cellege policias. - SEEK SUPI_'-‘ORT _EARLY ; .
« Communicate with your trainer or Student Services team

if you experience diffieuliies that may affect your progress.

By working together, we create an environment where every |e

- : ! : . arner has the opportunit
to achieve their goals and realise their potential. PP i
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All students are expected to conduct themselves in a manner that
supports positive learning experiences and contributes to a safe and

SNS COLLEGE

WESTERN AUSTRALIA

— Together > Towards > Success —

productive training environment.

RESPECTFUL BEHAVIOUR

Students are expected to:
+ treat trainers, assessors, staff, fellow students
and visitors with courtesy and respect;

y + communicate professionally and appropriately;

+ respect the rights, beliefs and cultural
backgrounds of cthers;

+ contribute positively to learning activities and
discussions; and

* follow reascnable directions provided
by SNS College staff.

CLASSROOM AND LEARNING
ENVIRONMENT EXPECTATIONS

Students are expected to:

o
ﬁ-l:f I + arrive prepared and ready to participate in

learning activities;

fl \a"l :\f' b | » follow trainer instructions and classroom

requirements;

« respect training equipment, facilities and resources;

« minimise disruptions to learning activities;

* participate honestly in training and assessment
activities; and

+ comply with assessment conditions and instructions
and provide authentic evidence for assessment
purposes.

MOBILE PHONES AND
ELECTRONIC DEVICES

Mobile phones and electronic devices should
be used responsibly during training and
assessment activities,

Students may be directed to switch devices off,
place them on silent mode or refrain from using
them where they interfere with learning, safety
or assessment integrity.

ALCOHOL, DRUGS AND IMPAIRMENT

Students must not attend training, assessment
or vocational placement activities while affected
by alcohol, illegal drugs or any substance that
may impair safe participation.

DAMAGE TO PROPERTY

Students are expected to take reasonable care

of College facilities, equipment, learning resocurces
and property.

Intentional damage, theft, misuse or unauthorised
removal of property may result in disciplinary action.

By working together, we create an environment where every learner has the opportunity
to achieve their goals and realise their potential.

SNS College of Western Australia Pty Ltd
RTO Code 53034

Level 1, 224-226 Stirling Street

Perth WA 6000

STUDENT CODE
OF CONDUCT L]

090

SNS College of Western Australia is committed to providing a safe, respectful, inclusive
and professional learning environment for all students, staff, contractors and visitors.

This Code of Conduct outlines the standards of behaviour
expected of all students and the responsibilities that support
successful learning outcomes.

(2]
)

Q, 086513 4505

@ www.snscollege.com.au

HARASSMENT, BULLYING
AND DISCRIMINATION

SNS College does not tolerate discrimination,
harassmment, bullying, victimisation, intimidation
or threatening behaviour.

Students must not engage in conduct that
creates an unsafe, hostile or offensive
environment for others.

ACADEMIC INTEGRITY

Students must ensure that all assessment
work submitted is their own.

Students must not:

» plagiarise or copy the work of another person;

» submit work completed by another person as
their cwn;

= falsify workplace evidence or assessment
information;

» cheat during assessments; or

» assist another student to engage in academic
misconduct.

Academic misconduct may result in assessment

outcomes being reviewed and disciplinary

action being taken.

SOCIAL MEDIA AND ONLINE CONDUCT

Students must use social media, online learning
systerns and electronic communications
responsibly and professionally.
Students must not:
* publish confidential information;
* engage in bullying, harassment or inappropriate
behaviour anline;
» misrepresent SNS College, staff or other students; or
* post content that may damage the reputation of
the College or other individuals.

HEALTH AND SAFETY

Students must:

» follow all health and safety instructions;

* use equipment safely and only as instructed;

= report hazards, incidents or injuries promptly; and

» comply with workplace and vocational placement
safety requirements where applicable.

BREACHES OF THE CODE OF CONDUCT

Where a breach of the Student Code of Conduct occurs,

SNS College may take appropriate action, including:

= counselling or informal intervention;

= written warnings;

* temporary suspension from training or assessment activities;

= cancellation of enrolment;

« referral to external authorities where required; or

= any other action considered appropriate based on the
seriousness of the breach and in accordance with College
policies and procedures.

Students have the right to access the Complaints and Appeals

process where a decision affects their enrolment or participation.

il

E info@snscollege.com.au
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LEARNING AT SNS COLLEGE

Practical. Engaging. Supported.

SNS College of Western Australia is committed to delivering training that is practical, engaging and
o focused on developing the skills and knowledge required for employment, career progression and
further learning.

Our training programs are designed to support a range of learner needs and may include face-to-face
training, online learning, blended delivery, practical activities, workplace-based learning and vocational
placement experiences, depending on the requirements of the training product.

Learning activities are designed to encourage participation, build confidence and provide opportunities
for students to apply their knowledge in realistic and industry-relevant contexts. Throughout your studies,
you will be supported by qualified trainers and assessors who provide guidance, feedback and assistance
to help you progress through your course.

© ©

A4

TRAINING DELIVERY LEARNING PARTICIPATION SUPPORT THROUGHOUT OUR COMMITMENT
METHODS RESOURCES AND PROGRESS YOUR LEARNING TO YOUR SUCCESS
JOURNEY
Deptending on your course, St.v.ndents are prwded Stude‘ms are e«pected Our goal is to provide
training may be delivered with access to learning to actively participate in SNS College recognises a positive learnin
through one or more of resources that support training and learning that every learner is : i .
the following methods: the development of the activities and to make different and that support (SOpSISTICRE G
required skills reasonable progress needs may change D "
cl based : * Develops the skills
. le:rs:ir::;d and knowledge. ﬂﬂrcloughout‘ TrIEII‘-CDUI'EE. throughout a course. and knowledge you
trainer-led activities Resources may include: .i»:;tl::r:e?rt«':lpatlon Students have access to need for work,
o T e ® Learner guides ) arange of learner support licensing requirements
the Learning Gkt ® Online learning ® :r:;?:;nsge::iom::umre services designed to and further study
Management System pekxiss applicable i Wil scostsil e Supports your
(LMS) # Videos and : ; PRSI SN individual | i
Aatlans e C;nmﬂetl ngn;earmng completion. Support individual learning
¥ a esa ’ j
¢ Self-paced o Practical equipment i e nSigve: o i
learning activities s Workplace e Engaging with & Academic support & Maintains the integrity
* Practical demonstrations documentation trainers, assessors * Wellbeing support and quality of

and simulations

Workplace-based
learning activities

e Case studies

® Other industry-
relevant materials

‘Where online learning forms

and fellow learners

= Accessing learning
resources provided

» Seeking support when

® Learning support

® Language, literacy
and numeracy support

& Access and inclusion

nationally recognised
training

® Vocational placement, part of the training program, assistance is required
where required by the students will have access If you experience difficulties Support
training product to the SNS College that may affect your * Administration support

Learning Management participation or progress, -

System and any associated please discuss your Infgrma:lon regardmg_

learning resources circumstances with your available suppart services

required to complete trainer or Student Services is outlined in the Student

— their studies. as early as possible so Support and Wellbeing
that appropriate support section of this handbook.
arrangements can be
( — ] considered.
0—H
-ii
cv ./
B

YOUR ROLE AS A LEARNER Qo % -| ¥,
To achieve successful outcomes, students are @ = g
expected to take an active role in their learning. Attend training  Complete learning Engage with Access learning Seek support
Your commitment and participation are key sessions and assessment trainers and resources when assistance
to your success. activities fellow learners provided is required

WE ARE HERE TO SUPPORT YOU |

U QOur trainers, assessors and Student Services team are

YOUR LEARNING.
YOUR COMMITMENT.
YOUR FUTURE.

here to support you every step of the way.

If you need help, reach out early —
we're here to help you succeed.
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STUDENT SUPPORT & WELLBEING @

We’re here to support your success

®: oY

Support needs may be We recognise learners
identified before enrolment, come from diverse

during training or at any backgrounds and may

stage of your journey, need different support.

n LEARNER SUPPORT SERVICES ﬂ ACCESS & EQUITY

We may provide or arrange access to a range of
support services, which may include: aBo

v

(1 1
2
We are committed to
providing a supportive
learning environment
for all learners.

Seek assistance as early
as possible if difficulties
arise that may affect
your progress.

B SUPPORT AREAS

Language, Literacy,

Accessing support will
not disadvangige you
or affect your assessment
outcomes.

We provide a fair, inclusive and
accessible learning environment

Language, literacy, numeracy and
digital literacy support

Assistance understanding course
requirements and assessment expectations

Assistance accessing learning resources
and online systems

Referral to external support services
where appropriate

e

for all learners.

We treat everyone equitably
regardless of age, gender, race,

wherever reasonably practicable
and support equal opportunity in
access to training and assessment.

Numeracy & Digital Literacy
Additional assistance, learning
strategies, resources or referrals
to build foundation skills.

cultural background, disability, v ._ .  Reasonable Adjustment
as religion, marital status, family { 2 -
i ; responsibilities, sexual orientation \ Pt st ety ang
Learning and study skills support po i /  assessment activities to support
or Stiien per sonalickcumstances e / individual needs while maintaining
protected by law. training integrity.
Reasonable adjustment arrangements
" & *  We remove barriers to participation

Ao

SHay ¥ WA -
student We ring

We provide a safe, respectful and
74 inclusive environment and can
help you access appropriate
external support services.

Where appropriate, we implement
reasonable adjustment and learner —
support arrangements.

Guidance regarding progression,

" EE External Support Services
completion and training pathways

'| Referral to specialised external
organisations for additional
professional support.

Discuss your needs with us
early so we can support —
your successful participation.

Awailakility and suitability of support services will depend
on your individual circumstances and training product.

SMS College of Western Australia is not a crisis support service.
Students requiring urgent assistance should contact an appropriate
emergency or specialist support service.

EMERGENCY ASSISTANCE P
If there is an immediate risk to life, safety or property, J
call 000 immediately.

EXTERNAL SUPPORT SERVICES

Crisis and Suicide Prevention Lifeline 131114

>

=]

lifeline.org.au 24-hour crisis support. text and online chat services.

Crisis and Suicide Prevention Suicide Call Back Service 1300 659 467 suicidecallbackservice.org.au Counselling, support and safety planning.

Mental Health Beyond Blue 1300 22 4636 beyondblue.org.au Support for anxiety, depression and mental wellbeing.

Mental health and wellbeing support for

Youth Mental Health young pecple aged 12=25.

Headspace /A headspace.org.au

Free confidential counselling and support for
young people aged 5-25 years,

Youth Counselling Kids Helpline 1800 55 1800 kidshelpline.com.au

Mental Health MindSpot M/A mindspot.org.au Free anling mental health assessment
and treatment programs,

LGBTIQ+ Support QLife 1800 184 527 qlife.org.au Peer support and referral services for
LGBTIQ+ communities,

Financial Counselling Mational Debt Helpline 1800 Q07 007 ndh.org.au Free and confidential financial counselling.

Domestic and Family Viclence 1800RESPECT 1800 737 732 1800respect.org.au Mational counselling, information
and support service,

Legal Assistance Legal Aid WA N/A legalaid wa.gov.au Legal information, advice and assistance.

Legal Assistance Cirele Graen M/A circlegreen,org.au Specialist legal services including employment,
tenancy and family viclence matters.

Housing and Tenancy Support Tenancy WA MSA tenancywa.org.au Tenancy advice, advocacy and support services,

Housing assessment, referral and

Heusing and Homelessness Support Entrypoint Perth 1800 124 684
homelessness support.

entrypaintperth.com.au

Services Australia
(Centrelink)

Government Assistance and
Income Support

132 850 (Ganeral)
132 490 (Students & Youth)

servicesaustralia.gov.au Infarmation regarding payments, Concessions

and support services.

Information and support for people affected
by declared natural disasters.

Matural Disaster Support Disaster Assist MNAA disasterassist.gov.au

Mental Health Medicare Mental Health 1800 595 212 medicarementalhealth.gov.au Infarmation, support and referral to

mental health services.

SEEKING SUPPORT EARLY

Bl occe2000002000 00060

Seek assistance early v Contact Student Services We work with you to . We are committed
when issues arise for ) to discuss support identify the right support ® ¥ ® toproviding a positive
the best opportunity options or referral strategies to help you .. learning experience

for successful outcomes, pathways, achieve your goals. for all learners.

RTO Code: 53034

‘ Together > Towards > Success
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TRAINING PRODUCT INFORMATION

SNS College of Western Australia offers a range of nationally recognised training

products designed to help you achieve your learning and career goals.

COURSE CODE DURATION ‘ MODE
10d Blended
ays
@ Certificate Il in CPP20218 4 ) :I (Face to face
Security Operations Facets acs e A8  with online
online learning learning)
10 days Blended
O Certificate lil in Plus 120 hours .._ (Includes mandatory
o CHC33021
Individual Support workplace workplace
component component)
3 hours Online
Provide First Aid HLTAIDO11 Mandatory onlite 2|  (Mandatory
learning —= online learning)
Self-paced online g
: Online
Prepare to Work Safely learning
in the Construction CPCWHS1001 (Mandatory in-
Plus mandatory
Industry (White Card) ; s e
e requirement)
assessment
Provide Responsible SITHEABO21 Self-paced Q Onfine:
Service of Alcohol online learning = (Fully online
— course)
Course duration is indicative only and may vary depending on your prior experience,
recognition of prior learning (RPL) and study mode.
Scan to visit
@ www.snscollege.wa.edu.au our website

NEED MORE INFORMATION?

Visit our website or contact our friendly team [ info@snscollege.wa.edu.au

to help you choose the right course for you.

. (08) 61858275

STUDENT HANDBOOK RTO CODE: 53034 Together > Towards > Success
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v

(n WHAT IS ASSESSMENT?

— Assessment is conducted using nationally
ASSESSM E NT = recognised requirements and follows:
DEMONSTRATING
COMPETENCE 0 Principles of Assessment

o Rules of Evidence
Assessment allows you to demonstrate

the skills, knowledge and performance o Training Package Requirements
required for your course or unit.

[ 2 ] HOw YOU MAY BE ASSESSED [ 3 ] ASSESSMENT PROCESS
— o written Projects & QY practical
:/ Questions !ﬂ Case Studies K Demonstrations

[ 4
O Workplace Verbal r— Portfolios of % > > ' i >
C@ Observations Questioning | || | Evidence

Workpl e b Assessment Complete Assessor Feedback QOutcome
@ Bt borits QQ. Third-Party @ Rasdvouint Instructions Assessment  Reviews Provided Recorded
& Reports Din Reports Methods Evidence

o Assessment methods vary depending on the course and unit requirements.

(4] AssessMENT ouTCOWMES (5 | FeEpaAcK s REASSESSMENT |

™ \ You will receive feedback on
° COMPETENT (C) B NOT YET COMPETENT (NYC) assessment outcomes.
You have successfully demonstrated You have not yet demanstrated all If additional evidence is required,
the required skills and knowledge. required skills or knowledge. reassessmentarrangements
may be discussed with you.
+" Unit requirements achieved You may be offered: Possible options:
+" Assessment completed successfully »Additional training /’"“\ ™ .;_
@ Further evidence oppertunities g’
" Competency recorded pp L g —
@ Reaseessment activities | Additional Eurther Additional
~ training evidence assafascnj&nt
activities

a REASONABLE ADJUSTMENT

Reasonable adjustments may be 2 3
provided where appropriate while Speak with Stud.ent Iﬁemces
maintaining assessment integrity as early ?s poss'lble if

and competency requirements. support is required.

.. SNS College is committed to
B equitable access to training
and assessment.

YOUR RIGHTS B NEED HELP?

This includes:

ASSESSMENT APPEALS ASSESSMENT INTEGRITY isinehiges SUPPORT IS AVAILABLE

If you believe an assessment Students must: e 'r Plagiarism If you are unsure about assessment
decision is unfair, inconsistent + Submit their awn work - requirements, speak with:

or incorrect, you may appeal

o o 4 " Act honestly and ethically Aty
+" Follow assessment Requirements ("‘3
requirements -
L._!J Refer to the !?omplawjts & + Comply with academic L Your Your Student
:pp::iiemmn of this integrity expectations i Trainer Assessor Services
an 8

@ We are here to support your success.

SNS
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v

ACADEMIC INTEGRITY &

Honesty, Authenticity and Ethical Learning

n ACADEMIC INTEGRITY

Academic integrity
means acting
honestly and

responsibly in all

®
e

Complete your own work

Act honestly and ethically

Demonstrate your own
knowledge and skills

ACADEMIC MISCONDUCT

RESPONSIBLE USE OF ARTIFICIAL INTELLIGENCE (Al)

Academic misconduct occurs when a student gains, or attempts
to gain, an unfair advantage in training or assessment.

Plagiarism
Copying information
without ocknowledgement

Collusion

Working with athers on

tacks required to be =

completed individually =

Submitting another
person's work

Using work completed
by someone else

Cheating
Cheating during
assessment activities

training and assessment Falsifying evidence

activities. Falsifying workplace Imperscnation
Acknowledge the work or 0} - .
: g evidence, records, e"_ Impersonating ancther
ideas of others logbooks or assessment

documentation

Misrepresenting

person or allowing
another person to
impersonate you

compatance
Any action to misrepresent
a student’s actual
competence
SNS College may investigate suspected academic
misconduct and take appropriate action in
accordance with its policies and procedures.

RESPONSIBLE USE OF ARTIFICIAL INTELLIGENCE (Al)

Al tools can be valuable learning oids when used appropriately and as permitted by your trainer or assessor.
Al must not reploce your own knowledge, skills, judgement or performance where these are required to be

demonstrated as part of an assessment.

Where Al tools are
used os port of
learning or authorised

(%

Al MAY BE USED FOR Al MUST NOT BE USED TO

understanding of the
Misrepresent Al-generated content as content produced.

original work

a-; Learning support e Submit Al-generated responses as your own work assassment activities,
u may be required
0 Complete assessment activities designed to :r:dis::se ho\:
Q Research and study assistance assess your individual knowledge or competence
the technology
b, B o G werkplace evidence, observations, was used and
@ Drafting ideas and concepts reports or other evidence of competency demonstrate your

Trainer-approved activities

a ASSESSMENT AUTHENTICITY

Students may be required to demonstrate that assessment evidence submitted is their own work.
This may include:

o —
® a 2 -
Answering Participating in Praviding original Diseussing Completing additional v
follow-up practical demenstrations supporting assessment responses assessment activities
questions or observations evidence with a trainer or where authenticity
assessor cannot be confirmed

CONSEQUENCES OF ACADEMIC MISCONDUCT

Where academic misconduct is identified, outcomes may include:

B G a8 A4

RSt

STUDENT RIGHTS

[ 1]

Procedural fairness
All decisions will be mode foirly and consistently.

Access to Complaints and Appeals
“You have the right to oppeal decisions.

Resubmission Racessesment Assessment Disciplinary Other actions
of assessment activities outcomes being action considered Opportunity to respond
tasks withheld appropriate You will be given the opportunity to present your cose.

Students have the right to access the Complaints and Appeals
process if they believe on assessment or misconduct decision
has been made unfairly.

Support from Student Services
Assistance is available if you need help.

&

Submit
authentic work

g XD

|

Use Al
responsibly

MAINTAINING INTEGRITY

Acodemic integrity protects the volue of notionally recognised training and ensures thot
gualifications and Statements of Atlainment accurately reflect the skills and knowledge
of those who achieve them.

<

Protect the value
of your qualification

Q

Ask questions
when unsure

RTO Code: 53034
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RECOGNITION OF PRIOR LEARNING (RPL)
& CREDIT TRANSFER

Have your previous learning recognised

€D wHAT ARE MY OPTIONS?

Recognition of
Prior Learning

° Employment

0 Velunteering

€] reLexpLanED

What is RPL?

Skills and knowledge gained through:

o Previous Training

e Industry Experience Q Life Experience

Professional
Development

Already have skills or previous study?

CREDIT TRANSFE

Previous successful
completion of:

o®

e Unit of Competency
i © Module

e Statement of Attainment

@ usiTranscript Evidence

o Qualification

E) How To AppLY FOR RPL

¢

€3 reLoutcomEs

Recognition of Prier Learning is an assessment o 0O0 Discuss "'fﬁ"_ Talk about your EULL RECOGNITION
process used to evaluate your existing skills, . ﬁ @& Student Services  experience and goals.
knowledge and experience against the You are recognised as
requirements of a unit of competency. competent for the unit
e Receive RPL Wo'll provide process of compatency.
- detoils, evidence
Evidence May Include Information ik Vs
== Ly [ 3 = TRy
| | PARTIAL RECOGNITION
e 5 Provide avidence that
9 e | b': ::::":“ demonstrotes your Some components are
e st tsof | Emgla Fodiy Workpiace curment competence, recognised. Additional
Attainment Recards Descriptions  Decuments evidence or assessment
is required.
Assessment Your evidenee will be
— Review assessad by o qualified
-— u .‘ assessan
| FURTHER TRAINING
Liconces & Professional Third=Porty Other Relovent REQUIRED
Regictrotions  Development Reports. Sumple-s Evidence o
o Outcome You'll be advised of the Further training and
Issued assessment outcome. assessment are requiired
Additional assessment octivities may be required where further before competency can
evidence is needed to confirm competence. be granted.
B) crepiT TRANSFER (B RPL VS CREDIT TRANSFER
What is Credit Transfer? RPL Credit Transfer

Credit Transfer is the formal recognition of a unit
Previous completed

of competency or module that has been successfully . What it is Skills and experience
completed with another Registered Training =] qualification/unit
Organisation (RTO).
Q ‘What is assessed Evldlenoe I? ussm?sud Unit already achieved
h o against unit requirements
Evidence Required o
Statement of Attainment Assessment Yes - assessment may Mo - recognition based
The evidence @ required? be required on previous achievement
Qualificotion provided must
clearly identify the o | Di - f
Authenticated US| Transcript inits theathores been @' e Ees ompetence is irect recognition o
evaluated previous completion
" successfully
Official RTO Records completed,

FEES & CHARGES ) neeD HELP?

Speak with Student Services
Discuss your circumstances before enrolment
or as early as possible during training.

.

Students will be advised of any applicable
RPL fees before the assessment process
begins.

SMS College is committed to ensuring that
prior learning and previous achievements are
recognised wherever appropriote and in
accordance with regulatery requirements.

Credit Transfer applications generally
do not attract additional assessment fees,

Supporting
Student Success

Fair & Consistent
Assessment

Avoid Unnecessary
Duplication

Recognition

Ll

Saves Time

SNS

COLLEGE

5] OF WRTTERN MO

RTO Code: 53034
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Y —Together > Towards > Success — Nationally Recognised Training

n NATIONALLY RECOGNISED TRAINING

Information about

SNS College delivers nationally recognised JR— | @ our training products
training within its approved scope of registration. '—Q ! ﬂ is available through

our wabsite, course

Industry-informed training designed to develop mikeraleiand
l

the skills and knowledge required to perform

Fectiialy i th kol Gualifications  Statements of Skill Sets Units of enrolment decumentation.
effectively in the workplace. Attainment Competency |
€] serore vou enroL E) How trAINING MaY BE DELIVERED (] YOUR TRAINING JOURNEY
Q Review course information s i 3'\‘ @ Enrolment
@ o o
° Understand assessment requirements ‘ - @ +
° Check entry requirements Face-to-Face Online Blended Training
Training Learning Learning
o Review delivery arrangements ¥
o Caonsider licensing requirements f ' \ Assessment
0 Confirm certification outcomes ’ g& ¥+
Practical Skills Workplace Vecational @ Competency Achieved
Training Learning Placement
Choose a course that matches hd
your goals and circumstances. Delivery alrrlcmgements vary depending Certification
on the training product.
B COURSE DURATION ﬂ LICENSING & EMPLOYMENT NATIONAL REGISTER

Course duration varies depending on: Completion of training does not Information about nationally

automatically guarantee: recognised training products

can be accessed through

www.training.gov.au

Training product requirements

training

Delivery model gov.au

Employment

Learner cohort

Occupational Licensing

Attendance
Professional Registration

Third-Party Acceptance

Assessment progress The National Register provides information about:

awmab

¢ Individual circumstances @ Qualifications
Seek independent advice from: @ Units of Competency
i, e H @ skill Sets
Expected duration information is 1& = E @ Training Package Requiremants
provided befare enrolment. Licensing Employers Industry @ Registered Training Organisations
Authorities Bodies
TRAINING PRODUCT TRANSITIONS a CURRENT TRAINING PRODUCTS
Training products may be: The following training products are on scope at the time of publication

and may change over time.

QUALIFICATIONS STATEMENTS OF ATTAINMENT

CPCWHS1001
CPP_ZOZTB ! m Prepare to Work Sofely in the
Updated Superseded Replaced Removed Certlflicate an : = Caonstruction Industry
Security Operations
@ HLTAIDOT
SNS College manages student transitions in accordance 0 CHC33021 ProvidelFirst Aid
with regulatory requirements. ._] Certificate Ill in SITHFABO21
S | Individual Suppert hg Provide Responsible Service

Students affected by a transition arrangement will be provided of Alcohol
with information and support throughout the transition process.

@ Training products on scope may change over time as products are added,
updated, superseded or removed from scope.

m NEED MORE INFORMATION? — 2 PN
afg
& e

Student Services T Foos B Entry Delivery Enrolment Website
Can HE‘]p Schedules Charges Requirements Arrangements Information Resources

[ speak with Student Services prior to enralment or as early as pessible during your training.

Nationally Recognised | L.'J Industry Relevant Quality Training &0 Supperting Student
Training | Skills Outcomes | Success

el

*{5) SNS 5= RTO Code: 53034 Together > Towards > Success
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Accurate. Secure. Compliant.

=

Upon successful completion of a training product, students

SNS College of Western Australia is committed to ensuring that
certification documentation is issued accurately, securely and
in accordance with regulatory requirements.

may be eligible to receive a nationally recognised qualification

or a Statement of Attainment, depending on the outcome achieved.

o ISSUING CERTIFICATION

Certification documentation will only be issued when:

9 QUALIFICATIONS

Students who successfully complete all requirements
of a qualification will receive:

All training and assessment requirements
0 have been successfully completed

A Record of Results

identifying the units of
competency achieved

A valid Unique Student Identifier (USI) has

been provided and verified where required
A Qualification

Certificate

has been provided

All fees and charges relating to the
training product have been paid

o All required enrolment information

OF ATTAINMENT

e 8 Where a student successfully completes

SNS College aims to issue certification i
one or more units of competency but

documentation within 30 calendar days

does not complete the full qualification,
of a student being assessed as meeting all e o

a Statement of Attainment may be

requirements for completion. s £ .
issued for the units successfully achieved.

G UNIQUE STUDENT IDENTIFIER (USI)

USI

A

2EO | ®
FaER [ (V]

Students are responsible
for ensuring that the personal
to be recorded and accessed details provided to SNS College
through a secure online match the details recorded
system, i against their USI,

Further information
regarding USls is
available at

www.usi.gov.au

The USI allows nationally
recognised training outcomes

A USIis required for all
nationally recognised
training unless an
examption applies.

ACCESS TO
RESULTS
5
o=
( )
SNS College maintains accurate =
and secure records relating to

PROTECTION
OF RECORDS

REPLACEMENT

e STUDENT RECORDS
CERTIFICATES

Students who have previously Students may request information SNS College takes reasonable

student enrolment, participation,
assessment and certification.

Records are monaged in
accordance with applicable
legislotion, regulatory

requirements and the
College’s records
management processes.

. Students may request access
‘o to their records in accordance
with privacy and record
management requirements.,

o FURTHER INFORMATION

SNS

COLLEGE

] OF WELE LA AT A

completed training with
SNS College may request
replacement certification
documentation.

Requests must be made
in writing.

May be subject to an
administration fee.

Pravide sufficient information
to enable the College to locate

JORORN

regarding their assessment
outcomes, certification status
or training records by
contacting SNS College.

Q; \“ Identification may be
b W required before records
are released.

=il This ensures privacy
b’) and confidentiality

= obligations are

steps to protect student
information from loss,
unauthorised access, misuse
or disclosure.

rﬁ Access to student records

J is restricted to authorised
personnel only.

Records are managed in
accordonce with privacy
legislation and organisational

5 maintained. procedures.
and verify historical records.
Detailed information regarding individual training products, course schedules, fees, entry requirements [ ] . [ ]
and delivery arrangements is available from SNS College and should be reviewed before enrelment. ‘-‘

RTO Code: 53034
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CONSUMER PROTECTION

Transparent. Fair. Lawful.

SNS College of Western Australia is committed to the transparent, fair and lawful administration
of fees, charges and refunds. Students are encouraged to read this section carefully before
enrolling and to seek clarification if they are unsure about any aspect of their financial obligations.

| —
FEES AND CHARGES =g PAYMENT OF FEES OUTSTANDING FEES

(rﬂ_‘
Before enralment, students are provided with clear -
information about all fees and charges, including:

Fees may be paid by the student or,
where applicable, by an employer,

sponsor or other third party. If @ payment becomes overdue, we will

contact you and provide an opportunity
to resolve the matter.

Course or unit fees

5SNS College offers flexible payment
arrangements and electronic
payment options.

Payment schedules and instalment aas
arrangements (where applicoble) ﬁ

Compulsery and incidental fees Cartification docursantation

Individual circumstances, including

will not be issued while fees
: financial hardship, may be considered.

Additional charges or external costs
remain outstanding.

that may apply

Prepaid fees are managed in
accordance with regulatory
requirements.

Refund conditions and processes

If unresclved, training or assessment
services may be suspended until
the matter is resolved.

Where incidental fees opply, students will be advised
thot they may chocse to obtain goods or services from
a supplier ather than SNS College where appropriate.

o opnnm &

Additional fees may apply for reassessment,
replocement certificates, course axtensions
or other administrative services.

REFUNDS

You may request a refund within seven (7) calendar days
of enrolment unless alternative arrangements have been
agreed in writing.

Refund Requests

&
=

5[a

Requests must be submitted in writing
using the approved Refund Request Form.

Where applicable, an
administration fee representing
reasonable costs may be
deducted from approved
refunds. Any applicable fees
are outlined in course
information and fee schedules
provided before enrclment.

Supporting evidence may be requested,

Each reguest is assessed individually, taking
into account:

+ Training and assessment delivered

* Reasonable costs incurred

+ Timing of the withdrowal

= Circumstances of the request

This refund period does not limit or replace any rights
you may have under Australion Consumer Law.

@

SUSPENSION, WITHDRAWAL AND CANCELLATION

A student’s enrolment status may change during training depending on the circumstances.

CANCELLATION OF ENROLMENT COURSE CANCELLATION

BY SNS COLLEGE

SUSPENSION OF ENROLMENT WITHDRAWAL FROM A COURSE

A temporary restriction on
porticipation in troining and

Permanent termination of enrolment

nitiated by SNS College.

assessment activities,
May occur where:

May oceur where: Occurs when a student chooses to * Serious or repeated breaches of the

. discontinue their enralment.
e Course fees remain unpaid ¥ inue their an @ Student c“." of Cfancllhuct 3 If SNS College cancels a course,
Raciirad ! ided g A ent integrity affected students will be offered:
. quired documentation not provi s  Naotify SNS College in writing » Fees unpaid after reasonable opportunity
*  Aninvestigation is underway as soon as possible. to resolve Enrclment in an alternative

* Regulatory. safety or suitability
requirements not met

*  Unocceptable risk to students, staff
ar training integrity

&

troining product where
appropriate; or

# Other circumstonces require

®)
®

You are not required to submit
a refund request where a
course is cancelled by

SNS College.

* You may be eligible for o Statement

temporary restriction of Attainment for complated units.

* Refund eligibility is ossessed in
accordance with this handbook.

You remain enrolled but may A full refund of fees paid.

not porticipate until the issue
is resolved.

You will be notified in writing and odvised
of yaur right to access the Complaints
and Appaeals process.

B STUDENT RECORDS @ PROTECTION OF RECORDS

We maintain accurate and secure o

records of your enralment, w
Approved refunds are

partcipation, assessment and
ganarally processed within B

a AUSTRALIAN CONSUMER LAW

&

REFUND PROCESSING

Requests acknowledged
E within 7 calendor days.

Mathing in this handbook limits
or excludes your rights under
Australion Consumer Law.

We take reasonable steps
to protect your information.

certification. Protected from loss,

itled . h 4 weeks. Managed in occerdance with Tg unoutherised access, misuse
You may be entitled to remedies where befuind A legislation and regulatory or disclosure,
services are not provided with due care i 1) u:Pmii:Ith:t o:;:;TIOn requirements., o
: organisoti iginally 02 Access is restricted to
and skill, are not fit for purpose or do not . (7
poid the fees. You may request:access o (e authorised personnel only.

match whaot was represented at the
time of enrolment.

FEE-RELATED

COMPLAINTS AND APPEALS

A stotement of any applicable
faes, charges and refund
amounts will be provided,

€
B

If you are dissatisfied with a fee, refund or enrolment-related decision,
you may access the Complaints and Appeals process outlined later

in this handbook.

RTO Code: 53034

your records.

Access is provided in line with
privocy ond record
manogement requirements.

Q
&

Managed in accordance with
privacy legislation and
organisational procedures,

Together > Towards > Success
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v — Together > Towards > Success — Fair. Respectful. Confidential.

SNS College of Western Australia is committed to providing a positive learning
experience and resolving concerns fairly, promptly and transparently.

Students are encouraged to discuss concerns

as early as possible so that issues can be
You have the right to raise concerns, provide feedback, lodge complaints and appeal

resolved quickly and effectively.
decisions without fear of disadvantage, victimisation or retaliation.
€ compLanTs €) ~rreaLs
A complaint is an expression of dissatisfaction regarding a service, An dppedl is a request for a decision made by SNS College
decision, action or behaviour associated with SNS College, its staff, to be reviewed.

contractors, students or training and assessment services, . 5
You may lodge an appeal in relation to:

Complaints may relate to:

= a2

1 'u’o Assessment outcomes

‘ 9 Recognition of Prior Learning (RPL) decisions

Training and
A Stiicleert support Administrative Staff or student
Services " .
e processes conduct Credit Transfer decisions
@ Enrolment decisions
® B & | ¢ o~
Ui & Disciplinary actions
Fees and Facilities, resources Access and equity Any other aspect
refunds or equipment matters of the services -
provided Cancellation of enrolment
@ Any other decision that directly affects you

Where appropriate, you are encouraged to attempt informal
resolution by discussing the matter directly with the relevant
staff member or Student Services representative.

Appeals must be submitted within the timeframe specified

== Where informal resolution is not uppr{lapnute or has no't aGaQ by SNS College and should include sufficient information to
- resolved the matter, a formal complaint may be submitted oo"= =
= g o dllow the matter to be reviewed.
in writing.
9 NATURAL JUSTICE AND PROCEDURAL FAIRNESS @@ o meybeaccomponied or supported
. " 4 by a representative or support person
All cofnpllumts and uppe..-uls.cre managed in acc?rdunce with - oyt choice atiany staga of the
the principles of natural justice and procedural fairness. complaints or appeals process.
This means that: ; i
We will acknowledge complaints and
° Each matter is considered objectively and on its merits appeals within seven (7) calendar days
@ Al parties are provided with an opportunity to present of receipt and ﬂl::ﬂ tnb'Tmnhse matters
relevant information as so0n as practicable.
@  Decision-makers act fairly and without bias B\ Where additional time is required, we will
° Outcomes are based on the available evidence advise you of progress and expected
timeframes.
o Complaints and appeals may be submitted without cost to you.
G OUTCOMES B PROTECTION FROM o EXTERNAL REVIEW CONTINUOUS IMPROVEMENT
DISADVANTAGE
SMS Celleges will acknowledge = ; ‘Where you remain dissatisfied Complaints, appeals and feedbock
complaints and appeals, investigate ?u:ﬂ_:::z:‘m.m:mged’ A following completion of the / provide valuable information that
2 i x iscrinmi gainst or 2 i
. L saens il | ||| el sl
!ndged a c.urnpluim ar appeal "G':“TW “:"0‘-"9"‘ an mpmpm assessment and student support
in good faith. o W peraon, 1 Serias
Where improvements are identified or external ogency.
as a result of a complaint or appeal, SNS College is committed to Quteomes and trends arising from
appropriate corrective or preventive maintaining a respectful environment Information regarding available complaints and appeals may be
actions may be implemented where students can roise concerns external review options will be reviewed as part of ongoing
through the College's continuous confidently and without fear provided upon request, monitering, risk management and
improvement processes. of adverse consequences. continuous improvement activities.,
B REFUND PROCESSING g AUSTRALIAN CONSUMER LAW m FURTHER INFORMATION
E Refund requests are ocknowledged
within seven (7) calendar days of receipt. MNeathing in this handbook limits or Students seeking assistance with a

complaint or appeal should contact

Student Services.
paid to the person or organisation that

dein  Approved refunds are generally excludes your rights under Australian
&$J processed within four [4) weeks and are Consumer Law.

originally paid the fees, Youmay be entitled to remedies where - Copies of the Complaints and Appeals
st ; Satyices arenat Icvidad vith dus sors Palicy and Procedure are avoilable
= A statement outlining any applicable and skill, are not fit for purpose or do not z
T@ fees, charges and refund amounts match the services thot were representad upon request and through the
will be provided. aithe Hriol nralinont SNS College website.
RAISE CONCERNS EARLY +« SEEK SUPPORT -+ FAIR PROCESS + RESPECTFUL RESOLUTION M
We are here to listen and help. [

RTO Code: 53034 Together > Towards > Success
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PRIVACY AND CONFIDENTIALITY

Your privacy. Our priority.

SNS Cellege of Western Australia is committed to protecting the privacy, confidentiality
and security of student information. All personal information is
managed in accordance
with applicable privacy
legislation and regulatory

As a Registered Training Organisation, SNS College collects, uses, stores and discloses personal
information for purposes directly related to the delivery of training and assessment services,
student administration, regulatory compliance and the issuance of nationally recognised certification.

&)

requirements.

COLLECTION OF
PERSONAL INFORMATION
SNS College may cellect personal information

during the enguiry, enrolment, training, assessment
and certification processes.

USE AND DISCLOSURE
OF INFORMATION

Personal infermation is enly used for
purposes associated with the provision of
training and assessment services and the
operation of SNS College.

a CONFIDENTIALITY

SNS College takes reasonable
steps to ensure that student

Information collected may include: infarmation remains confidential

Information may be disclosed where
required by law, regulation or government
reporting requirements, including
disclosure to:

i
22
Q
L

and is only accessed by
Personal and contact details authorised personnel who
require the information to
Identification documents perform their duties.

Regulatory authorities
Unique Student Identifier (USI) information

Government agencies
Enrolment information

Authorised auditors

Assessment outcomes and training records Staff, contractors and third
Recognised training and parties engaged by SNS College

education bodies

Support needs information

Payment and financial records

oo @A [ ve

regulotory obligations

ﬂ STUDENT RECORDS

5NS College maintains
accurate records relating
to enrclment, participation,
assessment, certification
and student administration
activities.

Student records are retained and
managed in accordance with
regulatory requirements and
orgonisational record
management procedures.

a FURTHER INFORMATION

Records may be maintained
in electronic, physical or other
approved formats.

Other information required to meet

Students are responsible for ensuring that the
information they provide is accurate and up to date,

Students who have questions

Organisations invelved in the

- administration of the US| system

{4 Other parties where consent has

%

9

¥ been provided by the student

SNS College will not disclose personal
information to third porties for unrelated
purposes without consent unless

required or authorised by law.

B ACCESS TO STUDENT
RECORDS

Students may request
access to their personal
information and training
records held by

SMS College.

Requests for access should be
submitted to Student Services and
may require verification of identity
before information is released.

Access will generally be provided
unless there is a lawful reason
preventing disclosure,

00
il

If 3‘“ CORRECTION OF

r

INFORMATION

by SNS College is

Students who believe
that infarmation held

inaccurate, incomplete

or out of date should
notify the College as

500N as possible.

Reasonable steps will be

taken to correct information

where appropriate.

Policies and Procedures

(v

are expected to maintain
confidentiality and protect
student information from
unauthorised access, disclosure,
misuse or loss.

SECURITY OF
INFORMATION

5NS College maintains
systems and procedures
designed to protect
personal information
from unauthorised
access, misuse,
interference, loss,
meodification or disclosure.

Access to student information
is restricted to autherised
personnel and managed in
accordance with arganisational
policies and procedures.

SNS College is committed to

B

Copies of the Privacy Policy and .

Procedure are available upon request O

and through the SNS College website.

regarding privacy, confidentiality
or access to records are
encouraged to contact

Student Services for assistance.

maintaining the privacy, security
and integrity of student information
throughout the student lifecycle.

Secure
Information

® @ Confidential

@ ondRespectiul

Your Privacy
Matters

Lawful and
Compliant

Protecting You
Every Step

o e

Together > Towards > Success
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SNS College of Western Australia is committed to providing and maintaining a safe, healthy

and supportive learning environment for students, staff, contractors and visitors.

All students have a responsibility to contribute to a safe learning environment by following
instructions, behaving responsibly and reporting hazards, incidents or unsafe conditions

when they are identified.

o STUDENT RESPONSIBILITIES

Students are expected to:

Follow all reasonable health and safety
instructions provided by SNS Caollege staff.

Use equipment, facilities and resources
safely and for their intended purpose.

Comply with safety signage, procedures
and emergency instructions.

Wear any required personal protective
equipment (PPE) where applicable.

Report hazards, incidents, injuries or
near misses as soon as possible,

Avoid behaviour that may place themselves
or others at risk.

Participate in safety briefings and
emergency procedures where required.

Students undertaking vecational placemant, work-

o integrated learning er other community-bosed learning
octivities must comply with the workploce heolth and
safety requirernents of the host ergonisation in addition
to SNS College requirements.
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First aid resources are available
at SNS College training focilities
and trained first aid personnel
may be available to provide
assistance where appropriate.

Students should notify staff immediately if
first aid assistance is required.

o FURTHER INFORMATION
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Contact Student Services
L, (08) 6110 0091

Students who have gquestions
regarding health and safety
requirements should speak with
their trainer, assessor or
Student Services representative.

e HAZARDS AND INCIDENTS
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Students must immediately
report any hazard, injury,
illness, incident, near miss
or unsafe situation to a
trainer, assessor or staff
member.

Reporting hazards and
incidents helps SNS
College maintain a safe
environment and prevent
future occurrences.

Report any concerns
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Speak with your trainer,
assessor or any staff member

Email Student Services

Use an Incident/Hazard
Report Form

Caontact Student Services
as soon as possible

9 ALCOHOL, DRUGS AND IMPAIRMENT

Students must not attend training,
assessment or vocational placement
activities while under the influence
of alcohol, illegal drugs or any
substance that may impair their
ability to participate safely.

‘Whare o student’s behaviour raises reasonable
concerns regarding safety or impairment, SNS
College may require the student to cease
participation and may implement appropriate
actions in accordonce with organisational
pelicies and procedures.

e OUR COMMITMENT

SNS College will continue to identify
and manage risks, provide appropriate
resources and training, and review
safety practices to ensure a safe and
healthy learning environment for all.
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NN WORKPLACE HEALTH AND SAFETY (WHS)

Your safety. Our priority. Everyone’s responsibility.

Maintaining a safe envirenment

o is a shared responsibility and an
important part of successful
participation in training and
assessment.

€) =MerGENCY PROCEDURES

In the event of an emergency, students must:

e Remgin calm and follow instructions
provided by staff or emergency personnel.

Evacuate the area if directed to do so.

@00 proceedtothe designated assembly
Wﬁ‘ area where applicable.

Not re-enter a building or training area
until autherised.

Report any injuries or concerns to staff
as soon as possible,

Students should ensure SNS College has
current emergency contact details and
notify the College if these details change
during their enrolment.

Emergency evacuation information and
assembly points are displayed at
training facilities.
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SAFE AND RESPECTFUL
LEARNING ENVIRONMENTS

SMS College is committed to
maintaining learning environments
that are safe, inclusive and free
from discrimination, harassment,
bullying, intimidation or
threatening behaviour.

Students are expected to treat others with
respect and contribute positively to the
learning environment.

0 USEFUL REMINDERS

| E_I’ol Follow instructions

&

Use PPE where required

Report hazards and incidents

B4 admin@snscollegewa.edu.au

@ www.snscollege.wa.edu.au
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Safe practices Report, provent Together we create
suppaort successful and protect a safer environment
learning

Look out for yourself
and others
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Y9 CONTINUOUS IMPROVEMENT
& STUDENT FEEDBACK

Working Together Towards Better Learning Experiences

R COLLEGE
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/ SNS College of Western Australia is committed to continuously

improving the quality of its training, assessment and student
support services.

Continuous improvement is an ongoing process of reviewing
performance, gathering feedback, identifying opportunities for
enhancement and implementing changes that support positive
learner outcomes and organisational effectiveness.
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Student feedback plays an important
role in helping SNS College evaluate
the quality of its services and
identify opportunities for
improvement.

n WHAT CAN YOU GIVE FEEDBACK ABOUT?

Feedback can relote to any aspect of your student experience, _,f” \‘. ;Wfﬂ@r
| ° | Share Feedback b
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L 4
\'A Student Support Services
D Online Learning Systems

Assessment Activities

i/ | Training Delivery
L!ﬂ Learning Resources

m Focilities & Equipment
Ly
. Administrative Processes Owverall Student Experience

o Feedback can be positive, constructive or identify opportunities for improvement.

n HOW FEEDBACK IS USED

Feedback received by SNS College is reviewed and considered
as part of ongoing monitoring and improvement activities.

a HOW TO PROVIDE FEEDBACK B HOW FEEDBACK IS COLLECTED
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Feedback Received

)

L X ) Reviewed by
8% | sNS College
2 N Considered for
_lll X Improvement
’\I Actions
_/' Implemented

B CONTINUOUS IMPROVEMENT CYCLE
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Where appropriate, feedback may contribute to: Review
£ Information A
& Impreverments to training and assessment practices u .ll
hgd Enhancement of learner support services anew Anolyse
i CONTINUOUS ness
|!!E Development of learning resources t IMPROVEMENT J
D Improvemants to focilities, equipment or technology NEVER STOPS o
—— g h
:‘ Staff professional development activities X 'Q-
o Broader organisational improvement initiatives Implemaent K._______.d’ Identify
Changes Improvements

Mot all suggestions can be implemented immediotely; however,
all feedback is considered and may contribute to future
planning and decision-making.

YOU SAID — WEDID

Examples of how your feedboack has
helped improve our services.

oy i
'-. _/I Students requested ’ Additional LMS o ® I you help ensure that future 'mpr.o‘mme"t of Q':”'
‘; macy caling rescrost Pracutcesiot cad .‘“ students continue to benefit f;ir\::’;i:::;;‘eummg
from high-quality training,
assessment and support services. '
[ Students requested I Practicol learning = Together, we create:
ia more procticol activities opportunities . )
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Incremsnd s @% e . L)
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0 :elep sha I'I‘I‘jg your |deost—}'our feadback Complete Share Participate in Raise Better Better Better Better
rives real improvemants, = * .
E Surveys Feedback Discussions  Suggestions Learning Training Support Outcomes
Continuous Student Quality 0®g Student
Improvement Feedback Training AR Success
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0 Improvements ore monitored ond reviewed to

ensure ongoing effectiveness and quality.

B YOUR CONTRIBUTION MATTERS

By providing feedback,
participating in surveys
and sharing your experiences,

ﬂ THANK YOU!

Student
Meetings &
N Diseussions
Complaints & EE ; ] Trainer &
Appeals . Assessor
Processes Feedback

Students are enceuraged to participote in feedback
opportunities and provide honest ond constructive comments.

B WHERE IMPROVEMENT IDEAS

COME FROM

283 Student Feedback

.‘fl Assessment Outcomes

Validation Activities : .l ;
@ Industry Consultation MULTIPLE
Q Internal Audits SOURCES

INFORM
éIa Complaints and Appeals IMPROVEMENT
&9 Workforce Feedback
- Changes to Regulatery or

Industry Requirements

o Improvements are identified, actions are

implemented, monitored and reviewed through
the College’s continuous improvement processes,

SNS College values every
student's contribution
to the engoing

Together > Towards > Success
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Trusted Learner Quality Supportive
Training Focused Education Community

STUDENT ENROLMENT TERMS & CONDITIONS

Your Enrolment Agreement with SNS College

BEFORE YOU ENROL

@ Review course information, fees and study requirements

@ Ensure the course is suitable for your goals

and circumstances

@ Disclose any support needs that may affect

your participation

(<]

Review available learner support services

@ Read the Student Handbook and

enrolment infermation

FEES AND PAYMENTS
@ Fees and payment arrangements are
provided before enrolment

@ Students must meet agreed payment obligations

@ Refunds are managed in accordance with the

Fees and Refund Policy

@ Information regarding fees and refunds
is available on the College website and in
the Student Handbook

PRIVACY AND
6 STUDENT RECORDS
& Personal information is managed in accordance

with privacy requirements

@ Student records are maintained securely

Students may request access to their records

@ Information is only disclosed where authorised
or required by law

CERTIFICATION

helps ensure a fair, safe and supportive learning experience.

When you enrol with SNS College of Western Australia, you enter into an agreement with the College.

This agreement outlines the rights and responsibilities of both students and SNS College and

DURING YOUR STUDIES

& Participate actively in training and assessment
£ Maintain respectful and professional behaviour

@ Follow College policies, procedures and

safety requirements

£ Submit assessment tasks within

required timeframes

<

Maintain current contact details

) Seek support early if difficulties arise

ASSESSMENT AND
ACADEMIC INTEGRITY

@ Complete your own assessment work

@ Acknowledge the use of any sources or tools,
including Artificial Intelligence (Al)

Participate honestly in assessment activities

@ Maintain academic integrity at all times

SUPPORT, COMPLAINTS
AND APPEALS

@ Learner support services are available
throughout your studies

@ Reasonable adjustments may be provided
where appropriate

& Students may raise concerns, complaints
or appeals without fear of disadvantage

@ Wellbeing support and referral infermation

is available when required

SNS College will issue nationally recognised certification to eligible students who: I

@ successfully complete all training and assessment requirements; and

@ have provided a valid Unique Student Identifier (USI), where required.
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Quality Training Student Focused Trusted Education Stronger Futures

SNS College of Western Australia Pty Ltd

Thank you for choosing SNS College of Western Australia.

We are committed to providing a positive, supportive and professional learning experience and
encourage students to contact us whenever assistance, guidance or further information is required.

Whether you have questions about your enrolment, training, assessment, learner support services,
certification or administrative matters, our team is here to help.

EE) ) CONTACT DETAILS

@ RTO Code: 53034
0 Address Level 1, 224-226 Stirling Street
Perth WA 6000
e Phone 08 6185 8275
@ Email info@snscollege.wa.edu.au
Website www.snscollege.wa.edu.au
@ Office Hours Monday to Friday
8:30am - 4:30pm

STUDENT SUPPORT

Students who require assistance during their studies are encouraged to contact Student Services
or speak directly with their trainer or assessor.

Additional information regarding training products, enrolment requirements, policies and procedures,
learner support services and important student information is available through the

SNS College website.

Together =~ Towards > Success

Thank you for being part of the SNS College community.
We wish you every success in your training, future studies and career journey.

‘. 08 6185 8275 224 info@snscollege.wa.edu.au @ www.snscollege.wa.edu.au o @
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