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Challenge National and etrainu are an innovative Registered
Training Organisation (RTO) specialising in providing quality
training and assessment in a range of industry sectors, such as:
Hospitality, Retail, Business, Sales, Frontline Management,
Construction, Safety and Fresh Produce.

Challenge National and etrainu has a diverse mix of staff, all of
whom are dedicated to developing a quality training product.

Our commitmentinup-s ki I | i ng Australia’ s workfor
around the unique needs of individual business, the employees

within that business and individual learners who undertake a

qualification, course or unit with Challenge National and

etrainu.

Participant Handbook January 2011 © Challenge National Pty Ltd



challenge etrainu’

N ATIONAL

CONTENTS

OUr COMMIEMENT... 1ottt e 4
OUI VAIUBS .ttt sttt et ettt 4
Challenge National and etrainu Code of PractiCe .......cccovvveeeeiiiec i 4
Quality Assurance and Continuous IMProvemMeNt .........ccocueeeieeriiieeieeniiieesee e 5
Learning Options at Challenge National and etrainU........c.cceeveeriienieciiicnieciieeeeee 7
Modes of delivery at Challenge National and etrainu ..........ccecceeviieniieniienieciiiceeee 8
Duration of Courses/QUalifiCatiONS .....ooveevvriieeiieiiiieeeeeeee et e e e e reerre e e e e e s e eiaaeeeees 9
FEES AN SEIVICES ...ttt ettt s s 10
REFUNDS ..ttt s 11
TRl o] [T PRSP URRURPRP 17
ACCESS AN EQUILY 1.uveiitiiiiieetie ettt ettt ettt e be e snneeaees 17
Client Appeals and ComMPIaiNts ....cceeeiiiiiiieiiee e 18
Legislative REQUIFEMENTS . ....couiiiiieiee sttt 19
Plagiarism, Copyright and Cheating........ccccveiiieniiiiiieeiee e 21
ASSESSMENT GUIAEIINGS ...ttt s s 21
e A 1o P PPPPPTPPPPPPPPPRY 22
Working With Children .........ocuvee e 22
Storage of Participant Training RECOIAS .....cuvieeiviieeeiie et 23
Recognition of Prior Learning (RPL) ......cueoeerierieiiie ettt 23
Credit Transfer Policy & Mutual RECOgNItioN ........cccvveeviiieeeeiiiee e 24
Participant SEIECHION ....iiiiiie e e rae e e 24
Language, Literacy and NUMeracy (LLN).....cooieviiiieiieiieneee e e 24
Participant Support, Welfare and GUIdanCe ........ccueeeeeiiiiiiiiee e 25
Flexible Delivery and Assessment ProCeAUIES........ccuvviieeiieiiiiiiieee e st e e e e e 26
HOW Can WeE HeIP? ...ttt e e e et e e e e e e s eaara e e e e e e s eananaes 26
Assessment and Training Terms/GlOSSary ........c.covevueeeueeireeieeeieeeeere et 27
Appendix A Terms and CONAIitioNS.......ceevvuiierieriiierieeie e 29

Participant Handbook January 2011 © Challenge National Pty Ltd



challenge

N ATIONAL

GhdzNJ O02YYAGYSYyd Ay LINRPGARAY3I KAIK

etrainu’

OUR COMMITMENT...

.COM

lj dzt £ A G @

operations ensures we are piding the best possible learning and assessment
outcomes for all participants who undertake both accredited and non accredited
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OUR VALUES

Innovation
Integrity

Reliability

FyYR SGNIA

CHALLENGE NATIONAL AND ETRAINU CODE OF PRACTICE

We strive to:

Participant Handbook January 2011

f

deliver a learning experience of the highest educational standards;
with qualified and experienced Workplace Trainer and Assessors and
assistive support staff.

provide support services which include Assessor, Trainer,

Administration and Management staff who support t h e |l earner

experience, from initial sign-up and continuing through until training
completion.

implement policies and procedures to address any issues that may
arise during the provision of training services.

promote inclusive learning and equitable access to learners.

ensure compliance with legislative and regulatory requirements is
applied in relevant training policies and procedures and that
compliance is maintained.

provide language, literacy and numeracy assistance to any learners
who may require such assistance or refer them to agencies who can
provide the support.

ensure staff will undertake their responsibilities in a professional and
ethical manner and will be objective, independent and constructive.
ensure staff will be impartial and disqualify themselves if they have
an actual, potential or perceived conflict of interest with the trainee
or the client.

ensure staff will treat all information (including documents and
discussions) obtained as part of the learning and assessment process
as confidential.

S
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QUALITY ASSURANCE AND CONTINUOUS
IMPROVEMENT

Challenge National and etrainu have implemented an extensive continuous
improvement process into all aspects of day-to-day operations, to ensure we
maintain high-quality standards in accordance with the requirements of the
Australian Quality Training Framework (AQTF) 2010, the AQTF Essential Conditions
and Standards for Continuing Registration.

Under the AQTF, Registered Training Organisations ( R T @re sequired to collect
and use data on three Quality Indicators which have been endorsed by the National
Quality Council (NQC):

1 Learner Engagement
i Employer Satisfaction; and
i Competency Completion.

During your learning experience, either you or your employer (if applicable) may be
asked to participate in one of these review surveys, at which time we would
appreciate your assistance in this process so that we may continually improve our
services and adapt to the changing needs of clients and industry.

THEAUSTRALIAQUALIFICATION®RAMEWORK

AUStra“n - To meet the requirements of the Australian Qualifications
Qualifications Framework |

Framework, Challenge National and etrainu have a system in place to

issue compliant Certificates or Statements of Attainment to learners, as appropriate
and within a reasonable timeframe after they have been fully assessed as
competent.

More information on the Australian Qualifications Framework can be sourced at
http://www.aqgf.edu.au

NATIONALLRRECOGNISEIRAINING

——
e All nationally accredited qualifications issued by Challenge National and etrainu
S may be identified by Nationally Recognised Training (NRT) logo. Nationally

Recognised Training ensures training is delivered and mutually recognised across
NATIONALLY RECOGNISED

TRAINING Australia. More information can be found at http://www.training.com.au

5|Page
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NATIONATRAININGPACKAGES

A National Training Package is a consistent and reliable set of nationally endorsed
competency standards, assessment guidelines and qualifications for a specific
industry, industry sector or enterprise. They provide the national industry
benchmarks/requirements for trainingand r ecogni sing or assessi.

A training package describes what skills and knowledge a person needs to perform
effectively in the workplace without prescribing how they should be trained.
Training Package qualifications are recognised throughout Australia regardless of
where or how the qualification was gained.

National Training Packages include the following information:

Training guide including applicable legislation

Assessment guidelines, instruments and process

Competency-based training and assessment made up of Units of
Competency

Qualifications Framework

Customisation Guidelines

Packaging Rules

Key Competencies

= =4 =4
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As a participant it is advisable that you familiarise yourself with the training
packages relevant to your area of work and your career goals before you decide
what training will best meet your needs.

If you have any further questions you can always ask one of our trainers from a
range of specialist areas.

Further information regarding National Training Packages can be accessed through
the website http://www.ntis.gov.au

COMPETENABASEDIRAINING

Training Packages and their Units of Competency make up a Competency Based
Training System. Individuals are assessed as either Competent or Not Yet
Competent. This is not a graded system as in schools or Higher Education, but is
based on the achievement of competence in the skills, knowledge and abilities
required to be demonstrated in the workplace.

6|Page
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LEARNING OPTIONS AT CHALLENGE NATIONAL AND ETRAINU

Challenge National and etrainu (Provider No: 31345) are registered with the
Queensland Training and Employment Recognition Council to deliver a range of
qualifications, accredited courses and units of competency that are nationally
recognised.

The Queensland Training and Employment Recognition Council requires Challenge
National and etrainu to provide accurate and complete information on the
attainment of each learner engaging in nationally recognised training.

Challenge National and etrainu must therefore have an effective system in place to
ensure that these records are kept and reported as required. Student records must
be kept for thirty years; this requires the RTO to ensure that records are kept in an
accessible format for this time period.

NATIONALLACCREDITERUALIFICATIONS

Challenge National and etrainu is accredited to deliver the following qualifications:

[ ACCREDITED QUALIFICATIONS
e SIR20207 Certificate Il in Retail

* SIR30207 Certificate Il in Retail

SIR40207 Certificate IV in Retail Management
BSB20107 Certificate Il in Business

BSB30207 Certificate Il in Business

BSB30407 Certificate Ill in Business Administration
BSB40207 Certificate IV in Business

BSB40507 Certificate IV in Business Administration
BSB40807 Certificate IV in Frontline Management
 SIT20207 Certificate Il in Hospitality

* SIT30707Certificate Il in Hospitality

* SIT40307Certificate IV in Hospitality

e CPC10108 Certificate | in Construction

[ ACCREDITED COURSES
*30660QLD Course in Fresh Produce Handling
[ UNITS OF COMPETENCY

¢ CPCCOHS1001AWork safely in the construction industry

As an organisation we also partner with ot
scope of registration.

AQTFAUDITINFORMATION

The latest results of our compliance audit may be found on the etrainu homepage at
www.etrainu.com

7|Page
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MODES OF DELIVERY AT CHALLENGE NATIONAL AND ETRAINU

Challenge National and etrainu recognise the numerous demands on your time.
Because of this we offer many courses with flexible delivery, where you are not
locked into particular times or locations. This provides you with a range of options
to give you access to what, when, and where you learn:

{ elLearning

¢ Online delivery of Units/Courses

{ Employment or Workplace Trainin

* Traineeships/Apprenticeships

| e - _4

E-LEARNING

E-Learning is the online delivery of individual units and short courses which involves

you accessing learning materials via the internet, anytime and anywhere.

Competence is assessed via a series of questions and answers which may give you a
result in real time. An assessor will be available for support if you require assistance
and to check that you have completed all assessments prior issuing you with your
Certificate/Statement of Results.

You can communicate with our etrainu staff via email and/or telephone. In some
cases you may be required to demonstrate the skills and knowledge gained through
the undertaking of this unit. If this is the case, a workplace trainer and assessor (or
nominated person) will provide you the information required prior to you enrolling
and arrangements will be made for you to demonstrate these skills and knowledge.

BEVMPLOYMEN{WORKPLAGBASEDIRAINING TRAINEESHIPS ANPPRENTICESHIPS

This option enables you to learn in your workplace with customised online training
materials* and a workplace mentor and/or adviser for support. Assessment is also
conducted in the workplace by one of our qualified Workplace Trainers and
Assessors.

*Limited programs utilise a blended delivery approach with the content being delivered via learner
workbooks and the assessments will be managed online.

8|Page
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Challenge National and etrainu deliver training to many business clients who may
have staff who are eligible for traineeships (also known as New Apprenticeships). In
these circumstances we will ensure that we comply with the Skilling Australia's
Workforce Act 2005 and Skilling Australia's Workforce (Repeal and Transitional
Provisions) Bill 2005 and all relevant state Vocational Education, Training and
Employment Act (the Act).

These acts define our obligations to comply with Department of Education (DET) or
equivalent state regulatory body and their requirements in each state including our
reporting and other obligations.

We ensure our high standards and compliance requirements meet and sometimes
exceed the requirements of our delivery and assessment of employment-based
training.

DURATION OF COURSES/QUALIFICATIONS
TRAINEESHIPS

The duration of your course will vary dependent upon your particular industry area,
whether you are completing your qualification on a full-time or part-time basis and
the method of your courses delivery mode.

A traineeship is generally a 12 to 24 month training program that combines training

with employment.

It is also dependent upon yourself; how much time, work and effort you put into
your training will affect how long it takes for you to complete.

Your Assessor/Trainer will discuss your Training Plan with you and outline any
planned completion date/s.

It is important that if you believe you will not reach these dates to inform your
trainer/assessor and renegotiate suitable completion date/s.

ELEARNING&OURSES

All elLearning courses based on single units of competencies have a six month
expiry date where you will not be able to access the assessments after this time.
These are for units of competency or courses which generally take between four
and six hours to complete. It is the responsibility of the participant to ensure they
have completed all assessments within this timeframe. In circumstances of hardship
or exception etrainu may at the discretion of management reissue a course to a
student unable to complete in this time frame.

9|Page
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FEES AND SERVICES

Fees vary dependant on the Qualification, Unit or Course you are completing. Check
out etrainu.com for pricing on specific short courses, or for pricing on nationally
accredited qualifications contact 1300etrainu for details.

HOW MUCH DOES IT C®ST

Our Fees and Charges schedule details all items relating course administration and
materials fees, payment terms and any non refundable deposit or administration
fees. These are also provided to clients in client contracts.

TRAINEESHISPPRENTICESHIPS

Some traineeships/apprenticeships may attract incentives that will assist your
employer with some of the training costs.

A traineeship will allow you to complete your training while you are employed. You

must be employed a minimum of 15 hours per week for a part time traineeship or

21 hours per week if you are working full time.

There may be some additional tuition or student fees (to cover administration,
student services and some program costs). Your employer may choose to pay these
fees on your behalf. When you sign-up, ask a Challenge National representative for
information about these fees.

You may also be eligible for Commonwealth Government incentives through your
Australian Apprenticeships Centre. This could include travel concessions or tool
allowances, for example. Visit the Australian Apprenticeships website for more
information or telephone Apprenticeships Information on 1800 210 210.

ONLINE INDIVIDUAL USIOF COMPETENCY

Fees for online units of competency are detailed on the website at etrainu.com.
Fees are typically paid in advance and students can commence the course at any
time after a successful purchase has been registered.

All fees paid will be issued with an acknowledgement receipt/tax invoice as proof of
receipt of monies paid for access to courses.

FEEFORSERVICEODURSES

Fee for service courses are run on a commercial basis. If the total course costs are
under $1000 students are encouraged to pay the full course fee at the time of
enrolment, however if the course cost is over $1000 payment plans will be

discussed at the time of enrolment.

10| Page
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OTHEFCHARGES

Generally your Certificate or Statement of Attainment for single units of
competency will be available from your online training profile at etrainu.com. You
can access and download it at anytime and print it yourself.

However if you are enrolled in a traineeship and would like a reprint of your hard-
copy Certificate or Statement of Attainment, replacement prints will be charged

$20.00 per request.

There are certain customised programs where you will not be able to view a
certificate through your training profile but you will receive hard-copy for your

records. This usually applies to qualifications delivered via traineeship.

REFUNDS
CANI GET A REFUNO (EAND CONTINUE THE TRRGP

If you have paid for and enrolled into a course upfront and decide to cancel more
than 14 days before commencement, Challenge National & etrainu will refund the
full amount minus $20 per unit of competency or $200 for a full
qualification/traineeship.

You must request this in writing to Challenge National & etrainu.
Post to: Course Refund, PO Box 422, Townsville QLD 4810

Or email support@etrainu.com.au

If you decide to cancel within 14 days of course commencement or after a course
has commenced, full charges may apply, although Challenge National will usually
consider a prorata arrangement based on the amount of the course delivery which
has occurred.

If Challenge National cancels a course you are entitled to a full refund or transfer of
funds to a future program (refer Appendix A Terms and Conditions)

Client arrangements on refunds will vary and these will be detailed in the client
arrangement. Please see out Refunds Policy detailed in full below and the Terms
and Conditions for the etrainu website which is attached to the back of this
Participant Handbook.

REFUNDPOLICY

The General Manager Challenge Group or Finance Administration will review the

Refund Application against the Refund Policy, as follows:

The following refund policies have been adopted for Enrolment Fees, Application
Fee and/or Tuition Fees

11| Page
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Refunds will be paid in the following situations:

1.Where a participant seeks a refund on the basis of an incorrect charge being
accepted by Challenge National or etrainu.
2.Where a participant seeks a refund following cancellation of enrolment in favour of
enrolment at an alternative vocational education institution, a partial refund
(generally 50%) shall be made provided that:
i Such refund shall be conditional upon the satisfactory evidence of the
subsequent enrolment having been made and
ii. The application is received before 20% of the course time has elapsed.
3.In the case of on line courses where the student has commenced a course in error
assignment of a new key will be considered if it is deemed to be a genuine request
(ie generally when the student has not commenced the incorrect course, or has not
completed more than one chapter of assessment).
4.In the case of on line courses where the student is assigned a key via their employer,
and the student has not yet activated their training key to commence the course
within 30 days, the employer is entitled to a refund on request and the training key
will be de-activated from the student.
5.1f circumstances where it is agreed by the assessor and the student that on line
learning is not the best method for that student, Challenge National and etrainu
will:
i Either offered personalized support to work directly with an assessor one
on one.
ii. Approve an appropriately qualified mentor to support learning.
iii. Suggest and arrange for inclusion in a face to face program (if one is taking
place in a reasonable timeframe) or
iv. Offer a full refund.
6.Challenge National will make a full refund of all fees paid should a course be
discontinued. Should the student desire to take an alternative course with Challenge
National, fees will be fully transferable to that course
7.1n the event of a course for which the student was enrolled being unavailable (eg.
due to technical difficulties an on-line course is not accessible for more than 5 days)

or no acceptable alternative course is available, fees are fully refundable.

12| Page
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Refunds will not be paid in the following situations:

Where a participant’s enrol ment has been

fees will not be refundable.

Special Conditions & Information

1. All requests for cancellation or refunds must be made in writing (may be
filled out by helpdesk) (FORM 1.9 Fees Charges Refund Request), and be
accompanied with supporting documentation where necessary

2. Confidentiality of student information will be ensured (see PRO 1.5 Student
Information Management Policy)

3. Refunds will be paid within one (1) week of the claim being agreed.

4. Participants have six months to complete individual unit on line programs
(generally recommended completion times are between 4 and 6 hours)
and if the program is not completed within that time frame they may be

required to purchase another course.

Payment Method

Refunds will be made by cheque or direct debit to the participant or the entity that

paid for the course. Direct debit is the preferred method of refund payment. In the

caseof“ ¢l i ent refunds additional <credit may

Important Note

While the 50% refund forms a basis of the Refund Policy, Challenge National and
etrainu’s approach i s tgreeetehe studehtyandtlient wher e v €
needs and maintain good customer relationships therefore on occasions at the

discretion of the CEO/Business Manager, should a student have to discontinue a

course for legitimate reasons, such as sickness, exceptional family circumstances or

bereavement, a pro-rata refund, full or partial refund will be given or assignment of

another course key may apply at a more appropriate time

A fee of $20.00 may be charged for enrolments submitted after the due date
advertised.

13| Page

Participant Handbook January 2011 © Challenge National Pty Ltd



challenge etrainu’

N ATIONAL .COM

Cancellations and Transfers for Fee for Service (FFS) Programs
Individual Unit Face to Face Courses (One Unit of Competency)
As an example this will cover the following Face to Face programs:

T OLGR Approved Provide Responsible Service of Alcohol (Face to face)
i Responsible Management of Licensed Venues (Licensees Course)
(Note: This is an OLGR regulated by not AQF program)

Cancellations
More than 14 days prior to program commencement:

Cancellations can be made 14 days prior to the commencement of a program and must be
made in writing/email and addressed to the Business Manager -Training or Learning and
Development Manager. A full refund less an administration fee of $20 per unit of
competency or $200 for a full qualification/traineeship will be paid to the participant.

Transfers to alternate programs or program dates can be arranged without penalty with
notice of 14 days or more again in writing/ email.

Less than 14 days prior to course commencement:

Cancellations of programs within 14 days from program commencement date are subject
to full payment. Program fees will not be refunded or allocated to another program in

these circumstances.
Program fees will not be refunded or allocated to another program in these circumstances.

Challenge National cannot accept responsibility for changes to work commitments or
personal/organisational circumstances within this fourteen-day period.

Participant substitutions are welcome at no extra cost. If course programs have adequate
numbers and an individual needs to cancel with late notice Challenge National may at its
discretion transfer the participant to another course/program.

14| Page
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Refunds will also be paid in the following situations:

Cancellation of a Program
Should Challenge National cancel a program, participants are entitled to a full refund or
transfer of funds to a future program.

Refunds will not be paid in the following situations:

Non Attendance over the course of a program

If a participant fails to attend a program outside of the conditions detailed above
when a refund will be paid, program fees will not be refunded or allocated to
another program.

Cancellations and Transfers for User Choice/Government Funded Programs

All refunds for government funded subjects and programs shall be in accordance
with the Vocational Education, Training and Employment Act 2G0@ in line with
specific requirements for refunds for that individual State Governing Body.

Challenge National will provide refunds to Government Funded Traineeships for
enrolment/tuition and or participant support services fees in accordance with
contractual requirements either for each State/Territory or Federal. At the time of
induction each participant willbe br i efed on their particul a

requirements.
Cancellations

All cancellations must be made in writing/ or by email and addressed to the
Business Manager or State Training Manager, 14 days prior to the start of a funded

program.

Refunds will also be paid in the following situations:

1. Participants enrolled in a traineeship program will receive a full refund for
tuition, student support services and fees charged for training delivery that
has not commenced and or if a specific cancellation date has been
stipulated after the commencement date (where State specific).

2. Where a trainee withdraws from a unit of competency/module a pro-rated
refund will be granted. For example, if the participant has completed 5 out
of 10 units within a module, 50% of the refund will be given.

3.  Where Challenge National cancels a program a full refund will be granted.

4. If a participant has paid a fee for tuition which is no longer required
because of recognition of prior learning (RPL), then Challenge National will

refund an amount equal to the difference between the enrolment fee paid,
15|Page
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and the tuition fee payable for the adjusted hours of tuition that are to be
undertaken. Note —on occasions the process of RPL may be equal in tuition
hours.

5. If a participant wishes to transfer from one funded program to another a
re-enrolment fee may be charged.

6. All cancellations from a Government Funded Program after the
commencement date may incur an administration fee but only if this is

communicated to the individual as part of the enrolment process.

Special Conditions and Information

Specific details regarding state refund requirements will be provided to the
client/participant on engagement in a State funded program.

These conditions are overridden by any direct information contained in a direct
MOU or agreement between Challenge National and the client/participant.

HARASSMENT ANDISCRIMINATICROLICY

Challenge National and etrainu strictly adheres to the Anti-Discrimination Act, 1977
and Equal Employment Opportunity, as set out in the Legislation.

Challenge National and etrainu has a legal obligation to ensure that no member of
its staff or any of its participants is discriminated upon on the grounds of race
(colour, ethnic origin or nationality), gender, age, disability, marital status or sexual
orientation. Harassment on the grounds of race or sex will not be tolerated and may
lead to disciplinary action.

At Challenge National and etrainu, everyone, regardless of whether they are a
participant, Workplace Trainer and Assessor, administration or support staff, is
entitled to expect the same rights. These rights are listed below:

I Theright to learn, teach or carry out their duties.

I Theright to be treated with respect and treated fairly.

I Theright to be safe in the workplace emotionally and physically.

9 The right to have all reports of harassment and discrimination to be
treated seriously, impartially and sensitively. Harassment and
discrimination, including victimisation and bullying, is unwelcome,
uninvited and unacceptable behaviour that will not be tolerated.

1 The right to inform management of any harassment or discrimination and
management has the responsibility to take immediate and appropriate
action to address it.

9 The right to be respected and have confidentiality maintained when
dealing with all complaints.

I The right to have all complaints resolved by a process of discussion,
cooperation and conciliation, whenever possible.

16| Page
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9 Both the person making the complaint, and the person against whom the
complaint has been made, has the right to receive information, support
and assistance in resolving the issue.

PARTICIPANE RESPONSIBILITY

9 Allow others to learn in safety while participating in training, by not
threatening, bullying or hurting others in any way

T Make the workplace training and face to face off job training safe by
obeying instructions

I Make Challenge National and etrainu safe by not bringing illegal substances
or weapons into the training environment

9 Not steal, damage or destroy the belongings of others

DISCIPLINE

Challenge National and etrainu attempt to provide training and assessment services
in a spirit of co-operation and mutual respect.

If a Workplace Trainer or Assessor or an employee member is unhappy or
dissatisfied with the behaviour or performance of a participant the trainer has the

authority to:
' Warn the participant that their behaviour is unsuitable, or
9 Ask a participant to leave the class, without refund or acceptance into

another course, or
I Immediately cancel the class.

If a participant wishes to express a complaint in relation to the disciplinary action
taken, they have the opportunity to submit their grievance by following our
complaints procedure.

When disciplinary action is taken, the RTO Manager will notify the participant of the
reason for the disciplinary action.

If a participant wishes to express a complaint in relation to the disciplinary action
taken, they have the opportunity to follow our complaints procedure.

ACCESS AND EQuUITY

We are committed to ensuring that we offer training opportunities to all people on

an equal and fair basis. This includes women where under-represented, people with
disabilities, people from non-English speaking backgrounds, Indigenous Australians,
and rural and remote learners.

All participants have equal access to our training programs irrespective of their
gender, culture, linguistic background, race, socio-economic background; disability,
ageemarital status, pregnancy, sexual orient

17| Page
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All participants who met the entry requirements (if applicable) as prescribed by the
appropriate National Training Package will be accepted into any program within our
scope of registration.

The principles of Access and Equity regularly reviewed to ensure the correct
interpretation and application.

Where our training programs have a limited number of available places, these will
be filled in order of completed enrolment applications.

Any issues or questions regarding access and equity can be directed to the RTO
Manager of Challenge National and etrainu.

CLIENT APPEALS AND COMPLAINTS

We aim to provide an enjoyable training environment and foster good relations
amongst employees and participants, however problems may arise. These problems
may arise from the behaviour or decisions of personnel or other participants. A
complaint can relate to anything done, or not done, which you feel affects you

unfairly or unjustly, including discrimination, harassment or assessment.

Challenge National and etrainu will deal with any participant complaints in an
effective and timely manner, typically resolving all complaints within 30 days.

All appeals and complaints are reviewed at our monthly management meetings and,
if appropriate, will result in a continuous improvement activity.

If you have a complaint please contact Helpdesk on 1800etrainu or email:
traineesupport@etrainu.com to request a copy of FORM 1.10 Complaints and
Appeals Statement.
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LEGISLATIVE REQUIREMENTS

As an RTO we are subject to a variety of legislation related to training and
assessment as well as general business practice.

This legislation governs our obligations as a Registered Training Organisation, our
obligations to you as our clients, and relates to the industry that we are conducting

training for.

This legislation is continually being updated and all staff are made aware of any
changes on an ongoing basis.

Current legislation is available online at:

http://www.austlii.edu.au and

http://www.legislation.nsw.gov.au

http://www.legislation.qld.gov.au
http://www.legislation.vic.gov.au
http://www.legislation.tas.gov.au
http://www.legislation.act.gov.au
http://www.legislation.nt.gov.au
http://www.slp.wa.gov.au

The legislation that particularly effects your participation in Vocational Education
and Training includes:

COMMONWEALTEEGISLATION

Disability Standards for Education 2005

Privacy Act And National Privacy Principles (2001)

Skilling Australia's Workforce Bill 2005

Skilling Australia's Workforce (Repeal and Transitional Provisions) Bill 2005.
Australian National Training Authority Act 1992

=A =4 =4 4 A
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OCCUPATIONAMEALTH ANSAFETYPOLICY

Challenge National and etrainu follow the National Standard Code of Practice in

respect to duty of care to provide a safe and healthy working environment for all

employees,andi t i s t he both the edopofcarytetake and

reasonable care for the health and safety of others within the work place.

This includes the provision of:

Participant Handbook January 2011

il

1
1

a workplace that is safe to work in, with working procedures that are safe
to use

adequate staff training including topics such as safe work procedures
properly maintained facilities and equipment

a clean and suitably designed work place with the safe storage of goods
such as chemicals.

FURTHER SAFETY INFORMATION FOR YOUR STATE OR TERRITORY:

* Workcover NSW
NSW

O www.workcover.nsw.gov.au

QLD * Queensland Government
* www.whs.qgld.gov.au
¢ Victorian Workcover Authority
VI C * www.workcover.vic.gov.au
* Workcover Tasmania
TAS * www.workcover.tas.gov.au

* Workcover Corporation of SA
ACT * www.workcover.act.gov.au

¢ Workcover Corporation of SA
S * www.workcover.com

* Worksafe Western Australia
W * www.safetyline.wa.gov.au

* DEET Northern Territory
e www.deet.nt.gov.au

4
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PLAGIARISM, COPYRIGHT AND CHEATING

Collusion, plagiarism or cheating in any assessment will not be tolerated. The
Workplace Trainer and Assessor will advise all students of the many different ways
to avoid plagiarism. Students who are proven to be involved in such activities will
not be permitted to continue their course and will be deemed Not Yet Competent.

ASSESSMENT GUIDELINES

All assessments conducted as part of a qualification or accredited course will lead to
the issuing of either a statement of attainment; or a full qualification under the
Australian Qualification Framework (AQF), providing a person is assessed as
competent against the nationally endorsed units of competency in the applicable
training package.

WORKPLAGESSESSORS ARBAINERQUALIFICATIONS

Assessments will comply with the assessment guidelines defined in the relevant
nationally endorsed training package. In the case of our qualifications we will ensure
that the competency assessment outcome is determined by a vocationally
competent assessor who holds the TAAASS401A, TAAASS402A and TAAASS404A
units of competency from the TAA40104 qualification or the BSZ98 equivalent
qualifications.

CHALLENGHEATIONAL AND ETRAINSSESSMEKBUIDELINES

Assessment procedures will be equitable, culturally and linguistically appropriate,
involve procedures in which criteria for judging performance are made clear to all
participants, employ a participatory approach, provide for participants to undertake
assessments at appropriate times, and where required in appropriate locations.

All methods, tools and processes used for assessment will be:

9 VALID - Assessment methods will focus on the intended learning outcomes
as described in the relevant Training Package and an assessors role will be
to measure a student/s competency based on those learning outcomes

1 RELIABLE - Assessments must be reliable; that is, they must result in a
consistent outcome or at least a consistent interpretation of evidence from
the learner and from context to context

1 FAIR - Fairness in assessment requires consideration of the individual
candi dat e’ s needs and characteristics
that need to be applied to take account of them.

T FLEXIBLECAssessments wild/l be flexible and
needs, provide for recognition of competencies no matter how, where or
when they have been acquired, draw on a range of methods appropriate to
the context, competency and the candidate; and, support continuous
competency development.
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GONSULTING WITNDUSTRY

The RTO consults with industry when developing training and assessment strategies
to gain a clear picture of a competent candidate — any unusual circumstances they
need to deal with, any competing pressures they may need to manage and any
specific requirements they need to know about (for example, legislation and
operating procedures) — in order to work effectively. By addressing these
requirements all the dimensions of competency should effectively be covered in
training and assessment.

ENSURING THAT EVIDENESUFFICIENALIDAUTHENT AND CURRENT

Sufficiency, validity, authenticity and currency are the rules of evidence. Providing
comprehensive assessment tools including clear information to the assessor and the
candidate about the conditions under which assessment is conducted and recorded,
helps to ensure that these rules are met.

PRIVACY

Challenge National and etrainu takes the privacy of our participants very seriously
and we will comply with all legislative requirements such as the Privacy Act and
National Privacy Principles (2001).

Your enrolment form provides for participants undertaking a workplace traineeship
to give permission for us to discuss your progress with your employer.

In some cases we will be required by law or required by the AQTF standards to make
participant information available to others.

In all other cases we ensure that we will seek the written permission of the
participant.

WORKING WITH CHILDREN
We will comply with all Federal and State Working with Children legislation.

A list of all relevant legislation is available from the Federal Police Website:

http://www.aifs.gov.au/nch/policechecks.html
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STORAGE OF PARTICIPANT TRAINING RECORDS

We are committed to maintaining and safeguarding the accuracy, integrity and
currency of our records without jeopardising the confidentiality of the records or
our participant’s privacy.

Individual participant records will be stored in a locked secure office area. Our
electronic records are stored in both etrainu and WISE.net and are protected by
password access. We further protect our records by maintaining up to date anti-
virus, firewall and spyware protection software.

Access to individual participant training records will be limited to those required by
the AQTF such as:

9 trainers and assessors to access and update the records of the participants
whom they are working with

management staff as required to ensure the smooth and efficient
operation of the business

 Officers from the Department of Education and Training or their
representatives for activities required under the Standards for Registered
Training Organisations

9 people as permitted by law to access these records (e.g. subpoena / search
warrants / social service benefits / evidence act).

i participants authorising releases of specific information to third parties in
writing

9 the participant themselves, after making application in writing. For
example, participants seeking a replacement Qualification or Statement of
Attainment. (A nominal fee will be charged for this application)

RECOGNITION OF PRIOR LEARNING (RPL)

The Recognition of Prior Learning (RPL) process conducted by Challenge National
and etrainu is an established and recognised assessment process which provides
acknowledgement of all skills and knowledge gained through life experiences, work
experience, previous training and formal education that may be relevant to
completion of a competency or set of competencies under current training packages
delivered within our scope of registration.

TO APPLY FGRPLYOU NEED TO FOLLGAE STEPS OUTLINEDDBE

Request an RPL application form by calling 1300 etrainu (13 38 72 468) or
speak with your Workplace Trainer and Assessor.

I  Complete the items in the RPL kit that your Workplace Trainer and
Assessor will send you.

I Read through the application process. If the decision is to continue with
the RPL you will need to complete steps 4 to 6 of this process as detailed
on the form
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I Gather your portfolio of evidence and any other evidence you feel will
assist the Assessor to make their decision

9 Attached to the application should be:

9 Certified copies of the relevant qualifications, transcripts, course outlines
and other academic records including the title of the module, duration
(hours) of learning, results (marks and grades)

9 Evidence of clinical practice, as mentioned above, if exemption is sought.

9 Challenge National & etrainu will then review your RPL Kit to identify which
Units may be eligible to be granted an RPL outcome.

CREDIT TRANSFER PoLicy & MUTUAL RECOGNITION

Credit Transfer is available to all participants enrolling in any of our training
programs on our scope of registration.

Credit Transfer means credit towards a nationally accredited qualification granted
to participants on the basis of outcomes gained by a participant through
participation in courses or nationally training package qualifications with another
Registered Training Provider. This certificate will need to be certified or the original
sited by your trainer/assessor.

PARTICIPANT SELECTION

In some cases there are pre-requisite requirements that you may need to meet
prior to enrolling into some of our training programs/qualifications/courses.

You may need to provide your Workplace Trainer and Assessor with evidence of
current/previous skills and knowledge you may have acquired. This evidence could
be through items such as a job description, resume, performance appraisal or other
training you have completed.

In certain circumstances it may even be necessary, based on the information
provided, for you to meet with a Workplace Trainer and Assessor and complete

some entry interview questions.

*Specific details of pre-requisites are contained in individual course/qualification
information brochures and documentation.

If you have any questions please do not hesitate to discuss the course with your
Workplace Trainer and Assessor.

LANGUAGE, LITERACY AND NUMERACY (LLN)

We recognise that not all people are able to read, write and perform calculations to
the same standards.

At all times we aim to provide a positive and rewarding learning experience for all of
our students. Our enrolment form asks students to provide information regarding
their LL&N requirements or any other special learning needs. In the event of LL&N
becoming an issue, the RTO Manager, Trainer or Assessor will contact the student
to discuss their requirements.
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Participants must ensure that they have discussed with a Challenge National and
etrainu representative any concerns they may have about their capacity to
participate because of any LL&N difficulties. We will offer enrolling students a
reading and comprehension exercise to ascertain suitability for enrolment into a
course.

Where language, literacy and numeracy competency is essential for course
participants, we will make every effort to ensure that participants are adequately
supported to enable them to complete their training. Some examples of the type of
support that we are able to offer include:

9 Assistance from the Workplace Trainer and Assessor in reading and/or
scribing work.

9 Referring the participant to an external support provider.

PARTICIPANT SUPPORT, WELFARE AND GUIDANCE

We will assist all participants in their efforts to complete our training programmes.

In the event that you are experiencing any difficulties with your studies we would
recommend that you see your Workplace Trainer and Assessor, or another member
of Challenge National and etrainu. We will ensure that the full resources of our RTO
are made available to ensure that you achieve the required level of competency in
nationally recognised qualifications.

Should you be experiencing any personal difficulties you should make contact
directly with Challenge National and etrainu through your Workplace Trainer and
Assessor who will assist you to the full extent of our capacity or you may elect to
nominate a person (who will need to be approved by etrainu) to act as your mentor.

If your needs exceed the support capacity of Challenge National and etrainu, we will
refer you onto an appropriate external agency.

You can seek support immediately by contacting:

Educational Support

* National: Australian Council of Adult Literacy
* phone 03 9469 2950 email acal@pacific.net.au
* New South Wales:
* NSW Adult Literacy and Numeracy Council
¢ Phone 1300 655 506 Web: www.literacyline.edu.au

* NSW: Dept of Education and Training www.det.nsw.edu.au

* VIC: Office of Training and Tertiary Education www.otte.vic.gov.au

* QLD: Dept of Education and Training www.training.qld.gov.au
* SA: Dept of Education Training and Employment ~ www.training.sa.gov.au
* TAS: Dept of Education www.opcet.tas.gov.au

¢ WA: Dept of Education and Training www.training.wa.gov.au
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FLEXIBLE DELIVERY AND ASSESSMENT PROCEDURES

Challenge National and etrainu recognise that not all participants learn in the same
manner, and that with an amount of
not learn best with traditional learning and assessment methods may still achieve

reasaon

good results.

Challenge National and etrainu will make any necessary adjustment to meet the
needs of a variety of participants. The ability to complete a written assessment is
not to be interpreted as a barrier to competency provided that the participant can
verbally demonstrate competency.

These adjustments may include having someone read assessment materials to
participants or they may include having s
responses to assessment questions.

Challenge National and etrainu undertake to assist participants achieve the required
level of competency standards where it is within our ability.

Where we cannot assist a participant, we will refer them, where possible, to an
agency that can assist.

Any further questions can be referred to your Workplace Trainer/Assessor or RTO
Manager.

How CAN WE HELP?
HELPDESRUPPORT

We are here to help - call 1 300ETRAINU Helpdesk or 1300 3872 468

EMAILSUPPORT

Email requests can be sent to etrainu Helpdesk at anytime.

Email address for assistance is: helpdesk@etrainu.com

All email requests are /acknowledged within one working day.

If a request will take longer than one working day to complete, you will be notified
by email.
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TELEPHONE

1300 etrainu (1300 3872 468)

If you are experiencing any technical difficulties or direction regarding accessing
your course contact Helpdesk.

Contact hours are between 0800 and 1700 AEST.

CONTACT YOWNORKPLACERAINER ANASSESSOR

If you enrolled in an accredited program of any kind you will be assigned a
Workplace Trainer and Assessor.

For traineeships or qualifications you will be provided with your Workplace Trainer
and Assessor’s name and phone number on
them regarding any queries regarding training delivery or assessment.

If you are completing a single Unit of Competency or a short course then phone
1300etrainu or 1300 3872 468 and they will connect you with your assigned
Workplace Trainer and Assessor. Contact hours are between 0800 and 1700 AEST.

Only qualified Workplace Trainer and Assessors can answer assessment questions,
so the Helpdesk team may take your details until a Workplace Trainer and Assessor
is able to return your call. A Workplace Trainer and Assessor will be in contact with
you within 24 hours. If the following day is a public holiday or weekend they will
contact you the next working day.

ASSESSMENT AND TRAINING TERMS/GLOSSARY

ASSESSMENT

The process of collecting evidence to judge whether or not a participant has
demonstrated the skills and knowledge required to complete a unit of competency.

ASSESSMENT GUIDELINES

An endorsed component of a Training Package, which sets out the industry
approach for valid, reliable and fair assessment. The guidelines underpin
assessments carried out by Registered Training Organisations under the Australian
Recognition Framework.

ASSESSMENT INSTRUMENT

The tools that can be used by a participant to gather their evidence of assessment
and submit to a workplace assessor for assessment.
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ASSESSMENT METHOD

The method used to gather evidence of competency, such as case study, role play,
workplace project, observation checklist, documentary evidence or questions.

AUSTRALIAN QUALIFICATIONS FRAMEWORK (AQF)

A comprehensive policy framework defining all qualifications recognised nationally
in vocational education and training in Australia. It comprises guidelines which
define each qualification, principles and protocols for articulation, issuing
qualifications and transition arrangements.

COMPETENCY-BASED ASSESSMENT

A system of assessment that enables a person to directly demonstrate their skill and
knowledge applied to a unit of competency.

COMPETENCY STANDARD

The specification of knowledge and skills and the application of that knowledge to
the standards of performance required in the workplace. Competency standards
define the outcomes for training delivery, assessment, and issuing qualifications and
Statements of Attainment under the Australian Recognition Framework.

ELEMENT OF COMPETENCY

The outcomes contributing to a unit of competency.

ENDORSED COMPONENTS

The endorsed components of a Training Package, being competency standards,
assessment guidelines and qualifications packaging.

EVIDENCE

The information provided by the participant which an assessor uses to assess
competency.

EVIDENCE GUIDE

Part of a unit of competency designed to guide assessment in the workplace or
institution.

KEY COMPETENCIES

Underpinning competencies that are integrated into all units of competency.

NTIS ¢ NATIONAL TRAINING INFORMATION SERVICE

The government body responsible for administering quality control over Training
Packages.

PERFORMANCE CRITERIA

A part of the competency standards which specify the required level of
performance.

QUALIFICATIONS

Qualifications awarded under the Australian Qualifications Framework.
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RANGE STATEMENT

The range of context and conditions to which the performance criteria apply.

REGISTERED TRAINING ORGANISATION (RTO)

An organisation registered by a State or Territory training authority to deliver
training and assessment and issue nationally endorsed qualifications.

SELF ASSESSMENT

The process of a participant determining their own level of performance, both in
terms of the level achieved and the rate at which progress is being made.

SUPPORT MATERIALS

Materials used to support the endorsed components of a Training Package, which
may include learning strategies, assessment resources and professional
development materials.

TRAINING PACKAGE

The list of competency standards for an industry, assessment guidelines,
qualifications packaging and any support materials.

WORKPLACE ASSESSOR

A person qualified to assess competency.

UNIT DESCRIPTOR

Information, additional to the title of the unit of competency, which clarifies the
purpose of the unit and notes any relationship with other industry units.

UNIT TITLE

A title for the general area of competency.

APPENDIX A TERMS AND CONDITIONS ETRAINU

1. Interpretation

1.1. In these Terms and Conditions, unless the context or subject matter requires
otherwise, reference to:

1.1.1. "Accredited Training" means training provided by a party (other than etrainu
or its related entities) which is accredited under the Vocational Education, Training
and Employment Act 2000 (Qld) to provide that Training;

1.1.2. "Client" means any person who purchases, provides or receives any Services
or Training;

1.1.3. "etrainu" means the etrainu Pty Ltd;
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1.1.4. "etrainu Supplied Accredited Training" means Training which is identified as
such on the Website (which will be delivered by etrainu as a registered training
organisation registered with the Queensland Studies Authority under its delegated
authority under the Vocational Education, Training and Employment Act 2000 (Qld),
in accordance with the Australian Qualifications Training Framework, and includes
the etrainu Supplied Accredited Training);

1.1.5. "Information" means any documentation, details or data (including personal
information as that term is defined in the Privacy Act 1988 (Cth)) or any other
information, of whatever kind and in whatever format.

1.1.6. "Key Code" means a unique digital code issued to the Client electronically
through the Website by etrainu which is used to access Training or Services
purchased through the Website;

1.1.7. "Law" means all Acts of the Commonwealth, Acts and Ordinances of any State
or Territory in which any work under these Terms and Conditions is carried out and
all Ordinances, regulations, by laws, orders or a determination or proclamation
under an Act or Regulation, subordinate legislation and including any policies.

1.1.8. "Non-accredited Training" means the training programs identified on the
Website as non-accredited;

1.1.9. "Privacy Policy" means located on the Website;
1.1.10. "Services" means the services detailed on the Website;
1.1.11. "Terms and Conditions" means these Website Terms and Conditions;

1.1.12. "the Training" means any Accredited Training or Non-accredited Training
provided through the Website;

1.1.13. "Website Terms and Conditions" means the terms and conditions available
on the Website;

1.1.14. "Website" means www.etrainu.com.au;

1.1.15. "Website Procedures" means the procedures and requirements of the
website as they may be amended from time to time, as detailed on the Website.

1.2. persons include natural persons, trustee, trusts and other legal entities.

1.3. an agreement or document means that agreement or document as varied,
amended, novated or supplemented.

1.4. no rule of Law will apply to the detriment of one party on the basis that that
party put forward or drafted these Terms and Conditions or any part of them or
would otherwise obtain benefit from them.

2. Invoicing and Payment

2.1. Payment may be made by following the relevant Website Procedures, or
otherwise by prior arrangement with etrainu.
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2.2. The amount of the payment will be shown as a credit ("Credit") on the Website,
and will be available for use by the Client for a period of twelve (12) months from
the date of the payment.

2.3. The payment may be applied by the Client in payment of Training or Services
purchased by the Client through the Website, up to the amount of the Credit, by
following the relevant Website Procedures.

2.4. If the value of the Training or Services purchased by the Client is less than the
amount held of the payment, then the balance will remain as a Credit on the
Website for twelve (12) months from the date on which the payment is made.

2.5. The Client acknowledges and agrees that:
2.5.1. it will not be entitled to a refund of the whole or any part of a payment; and

2.5.2. any balance of a payment remaining twelve (12) months after the date on
which the payment was made will be forfeited to etrainu.

2.6. etrainu may, in its absolute discretion agree to extend the time frames referred
to in this clause.

2.7. To avoid doubt, Training will be deemed to have been purchased by the Client
at the time at which the Client has complied with all relevant Website Procedures to
enable a Key Code to be issued to the Client for the Training selected.

2.8. Unless otherwise agreed in writing by the client and etrainu, the client will be
charged in accordance with the pricing displayed on the Website at the time of
purchase.

3. Release

3.1. To the extent permitted by law, etrainu is not liable for, and the Client releases
etrainu from, any and all claims, demands, actions or in respect of any losses,
damages costs or expenses of any kind whatsoever arising out of or relating in any
way to the Services, the Training or these Terms and Conditions.

4. Privacy
4.1. The Client must comply with the Privacy Policy.
5. Electronic Communications

5.1. etrainu and the Client both consent to the requirements for any signature being
satisfied by electronic communication pursuant to section 14 of the Electronic
Transactions (Queensland) Act 2001 (Qld).

5.2. Where any consent to the use of electronic communications is required by the
Electronic Transactions (Queensland) Act 2001 (Qld), both etrainu and the Client
irrevocably give that consent.

6. Information
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6.1. The Client warrants that the Information which it provides to etrainu, whether
directly or indirectly, or through the Website, or which is otherwise displayed on the
Website is provided in good faith and is true and correct to the best of the
knowledge information and belief of the Client.

6.2. To avoid doubt, it is a breach of this Agreement by the Client to provide false or
misleading Information to etrainu, whether directly or indirectly, or through the
Website, or to otherwise display false or misleading Information on the Website.

6.3. Without limiting clause 4, the Client releases etrainu from and indemnifies
against any liability arising out of or in connection with any false or misleading
information provided by any Participant.

6.4. The Client acknowledges that, to the extent allowable at law, etrainu does not
guarantee the accuracy of, and is not liable for any loss or damage caused by, any
Information provided or displayed on the Website, by any third party (including a
Participant).

7. Obligations of Client
7.1. Clients who undertake Training must:

7.1.1. undertake that Training in a responsible manner ensuring that the Client
reads and understands the course material, including material the Client is directed
to through links to other websites or attached articles;

7.1.2. recognize that activities are part of the learning process;

7.1.3. complete all attached activities and revise the course if the Client is unable to
complete the required tasks correctly prior to attempting the assessment tasks.

7.1.4. not use material from any other source in your assessments without
recognising that source, including information available on the web.

7.1.5. conduct the Training in the manner detailed and materials lodged as part of
the Client’ s assessmewok.s must be the Clien

7.1.6. The Client must not seek or accept assistance with assessments except for
support offered by the accredited and recognized on-line support offered by
etrainu, and approved mentors assisting students approved to receive language
literacy and numeracy support.

7.2. The Client warrants that the Information which it provides to etrainu, whether
directly or indirectly, or through the Website, or which is otherwise displayed on the
Website is provided in good faith and is true and correct to the best of its
knowledge, information and belief.

7.3. To avoid doubt, it is a breach of these Terms and Conditions by the Client to
provide false or misleading Information to etrainu, whether directly or indirectly, or
through the Website, or to otherwise display false or misleading Information on the
Website.

8. etrainu Supplied Accredited Training
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8.1. etrainu warrants that at the time of providing etrainu Supplied Accredited
Training, such Training complies with all relevant requirements of:

8.1.1. the Australian Qualifications Training Framework;

8.1.2. the Queensland Studies Authority;

8.1.3. the Vocational Education, Training and Employment Act 2000 (Qld); and

8.1.4. all other requirements of Law.

8.2. Clients who successfully complete etrainu Supplied Accredited Training to the
standard required by the Australian Qualifications Training Framework and the
Queensland Studies Authority will receive a statement of attainment certifying that
the etrainu Supplied Accredited Training completed complies with the requirements
of paragraphs 7.1, 7.2 and 7.3.

8.3. Clients who fail to successfully complete etrainu Supplied Accredited Training in
accordance with the standard required by the Australian Qualification Training
Framework and the Queensland Studies Authority may be required to repeat the
Training, or a part of the Training, prior to a statement of attainment being issued.
8.4. Unless otherwise agreed in writing by etrainu, the Client must pay for any
additional Training accessed by the Client because of its failure to successfully
complete the Training on its first attempt.

8.5. For the avoidance of doubt etrainu does not warrant that Accredited Training
which is not etrainu Supplied Accredited Training complies with the requirements
listed in clause 7.1.

9. Timeframes

9.1. The Client must access any Training within six (6) months after the Training is
purchased.

10. Assignment

10.1. The Client may not assign or otherwise transfer any of its rights or obligations
under these Terms and Conditions without the prior written permission of etrainu.

11. Notices and Electronic Communications

11.1. For the purposes of the Electronic Transactions (Queensland) Act 2001 (Qld)
etrainu and the Client consent to:-

11.1.1. any information required or permitted to be given in writing under a state
law being given by an electronic communication;

11.1.2. any signature required to be given under a state law being given
electronically using the procedures outlined on the Website;

11.1.3. any document required or permitted by a state law to be produced being
produced electronically.
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11.2. Without limiting clause 11.1 any notice required or permitted to be given
under these Terms and Conditions may be given in any way allowed by law,
including by way of email.

11.3. A notice sent by email transmission is effective upon receipt of confirmation of
successful transmission to the recipient unless it is transmitted after the close of
normal business hours, or on a Saturday, Sunday, public holiday or 27, 28 or 29
December, in which case it is effective on the opening of business on the next
business day at the intended place of receipt.

12. Termination

12.1. If the Client commits a breach of these Terms and Conditions then etrainu
may:

12.1.1. immediately and without notice suspendthe C| i ent ' s access

and

12.1.2. by written notice to the Client, specify the breach and state that it must be
remedied within fourteen (14) days after the date the notice is given.

12.2. If the breach is not remedied, or if reasonable steps are not taken to remedy it
within that period, then etrainu may, without further notice:

12.2.1. prohibit the Client from using or accessing any Services, Training or
Information relating to the Client through the Website; and

12.2.2. delete any Information relating to the Client from the Website.
13. Governing Law

13.1. These Terms and Conditions are governed by the laws of Queensland and the
parties submit to the jurisdiction of the courts of that State.

14. Amendments
14.1. This Agreement may be amended only in writing signed by the Parties.
15. Severability

15.1. If any provision of these Terms and Conditions is held to be invalid or
unenforceable, the remaining provisions must not in any way be affected or
impaired. These Terms and Conditions must be construed so as to most nearly give
effect to the original intent of the parties.

16. Goods & Services Tax

16.1. If GST is imposed on any Supply made by the etrainu under these Terms and
Conditions, the Client must pay, in addition to any GST-exclusive consideration for
the Supply payable by the Client, an additional amount calculated by multiplying the
prevailing GST rate by that GST-exclusive consideration.
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16.2. Each Party warrants that it is registered under the GST Act when it enters into
these Terms and Conditions and must notify the etrainu if it ceases to be registered.

16.3. Unless otherwise stated all prices and amounts referred to in these Terms and
Conditions are exclusive of GST.

16.4. In this clause:
GST has the same meaning as in the GST Act.

GST Act means A New Tax System (Goods and Services Tax) Act 1999 as amended.
Supply has the same meaning as in the GST Act.
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