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Welcome

Welcome to Academy of Advanced Skin and Laser Training. We are an organisation that provides
excellencein training services.Our philosophy encompasses first class customer service withexperienced
and highly trained staff who help ensure students gain qualifications that will help pave a way for their
future.

ClinicFacilities

The clinic has modern training facilities with well-equipped theory and practical classrooms designed
especially to provide students with a professional, comfortable environmentin which to learn. The
trainingacademyis located in 7 Short Street Southport on the Gold Coast. The location guarantees easy
access to cafes, restaurants, shops and the beach. Reasonable accommodation can be arranged for
students frominterstate wishing to attend ourtraining academy.

Academy Hours
8am-5pm Monday to Friday

Students do not have access to the academy on days or evenings other than those stipulated on their
time table orunless otherwise advised by the academy. The academyreserves theright to alter oramend
any classschedulesforanindividual student or group of students as required.

Dress Code

Students are required to attend classes wearing smart/casual dress. This includes covered footwear.
Failure todo so may resultinthe student beingturned away from class.

Code of Practice

Our commitmentto education standards:

e The policies and practices of the academy are adopted to maintain high professional standards in the
management, marketing and delivery of education and training which safeguards the i nterest and welfare
of students and public.

e By marketing the courses with integrity, accuracy and professionalism consistent with the educational,
cultural and regulatory systems.

e By ensuring that students have access to adequate orientation, counselling and remedial education,
including an effective grievance mechanism. These arrangements will be sensitive to the cultural and
special needs of students from different backgrounds.

e Byactingwith integrity in dealing with students, pastand present, and with the general public

e By ensuring that the facilities are conducive to the success of each student and that the learning
environment is maintained to the highest standards.

e By ensuringthatthe lecturingstaff havethe necessary qualifications, industry experienceand instructional
skills to effectively tutor students within specific courses.

e The academy will ensurethatthe content of the coursesyllabusisrelevantto individual and thatalltraining
and assessment material is developed in consultation with industry representatives to remain at the
forefront of emerging industry needs and trainingtrends.

Application Fee

Students enrollingin courses are required to include an application fee equivalentto 30% of the cost of
theirchosen course or $350, with theirenrolmentapplication. Students must pay the remaining amount
of the course priorto the completion date.
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Enrolment

Student Selection

Recruitment of all studentswill be responsible, ethicaland consistent with training package requirements
at all times. Academy of Advanced Skin and Laser Trainingis committedto non-discriminationin any form
and at all times complies with equal opportunity and anti-discrimination legislation.

There may be pre-requisites before commencing a program due to health and safety, language literacy
and numeracy requirements or the nature of the program. Appropriately, qualified persons will assess
the extenttowhich the applicantis likely to achieve the stated competency standards and outcomes of
the course, based onthe applicant’squalifications and proficiencies. Participationintrainingissubjectto
paymentof all feesand charges.

Entry Requirements

All students are required to provide a Unique Student Identifier (USI) at the time of enrolment. Please
referto the attached fact sheet.

Please contact Academy of Advanced Skin and Laser Training to check for any course pre-requisites or
entry requirements.

Enrolment Procedure

Acompleted enrolment formis required to advise all detailsnecessary to register a student. All questions
should be answered and the student’s signature should appear under the certification section or
electronicacceptance acknowledged.

All diploma, higher qualifications and the unitsthat are atthatlevel willrequire a Pre-Course Assessment.
This assessment must be completed independently and acknowledged that it is the response from the
applicantonly. The applicant may also be required to access the online te sting to ensure they are at the
requisite level asdemanded by legislation.

The enrolment form and Pre- Course Assessment may be posted, completed on premises or submitted
online.

When the completed enrolment information is received, the student is allocated a permanent
identification numberand enrolledinto theirallocated course. Their Pre-Assessment will be assessed and
ifthe applicantindicates alevel below whatitrequired, the Academy will offer some support optionsto
enablethemtoenrol orplan enrolmentata laterdate. These are detailedinthe LL& N section

A copy of the Student Handbook isavailableto all students priorto commencement of study. The Student
Handbook advises about assessment procedures, complain and appeal procedures, facilities and
equipmentand support services.

Induction/Orientation

By the first day of the course, students will receive induction/orientation appropriate to their course
which ensures students:

e Understandtheinformation containedinthe Student Handbook and course information
e Understandtherulesandregulations assetoutin the handbook
e Arefamiliarwith facilities and resources

e Haveidentified the key training, administration and support people
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e Have necessary course materials

e Know where toaccess more information

StudentSupportPolicy (Standard 1.7)

This Policy is to outline Academy of Advanced Skin and Laser Training’s commitment to Students who
require additional supportto complete theirstudy.

Language, Literacy and Numeracy skillsare a critical component to work in a majority of industries, Cosmetic
Tattooing and Infection Control both require students to be level three (3) capableinthe ACSF.

A student may require additional support for many reasons, some of which include but are not limited to:
English asa second language, Hearingimpaired, Issues with Reading, Writing or Numeracy skills.

Additional support may include: Private Tutoring, adjusting language and delivery methods, reasonable

adjustments to Assessmenttoolstoalign with Studentslearningstyle or referral to ESL programs at TAFE
or government and community support services.

Academy of Advanced Skin and Laser Training conducts a Language, Literacy and Numeracy test as a pre-
enrolment activity for all applicants to identify any LLN issues. Once the Assessor has marked the test, they are
ableto identify LLN issues thatneed to be addressed prior to commencing study.

The Assessor will complete a ‘Student Support Request’ form. This is used to plan and document how we the
student will need to be supported to successfully compete the course.

Please letyourtrainerknow if you feel you will need assistance with language, literacy or numeracy.

Students who require help with their literacy and numeracy can access information about their nearest
LLN provider by calling The Reading Writing Hotline on 1300 655 506 or refer to their website at
www.readingwritinghotline.edu.au. Any costsincurred will be the responsibility of the student.

Access and Equity

Academy of Advanced Skin and Laser Training provides equal access to training delivery and assessment
services forall students. Where possible, we conduct flexible training to meet specificneeds of individual
students. Wheelchairaccessis availableif required.

The learning supportstrategies used by trainerat the academy include:
e Pre-teachingindustry specificterminology
e Demonstrating procedures
e Providing opportunities forhands on experienceand practice (i.e. studentclinic)
e Ensuringindividual supportandadvice tostudents

e Encouraging studentstoworkattheirown pace, where possibleand within the requirements
outlinedin the training package

e Providingwritten learning material and illustrations

e Studentswithlearningdifficulties beyond ourareas of expertise can be referred to external
specialist agencies. Any associated cost of external assistance is the responsibility of the
student.

For Students needing personal support or Crisis Support contact Lifeline on 13 11 14 or go to their
webpage: www.lifeline.org.au.
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Staff are responsible for:
e Recognisingthe cultural diversity of students
e Ensuringequal treatment of students
e Encouragingfull participation and assisting all students to achieve course outcomes
e Providingequal accesstoresources
e Referringstudents with specificlearning problems to appropriate agencies

e Notifyingmanagement when becoming aware of astudent’s needs

Flexible Learning and Assessment Procedures

Students should discuss flexible arrangements with the trainer and will require approval from the
Academy Director or RTO Manager. All flexible arrangement must adhere to the course assessment
standards as outlined inthe training package.

e Alternativecourse time and dates
o Asecondassessmentof competencies which were notachieved atfirstassessment

e Arange of delivery options

Assessment

e Allassessment conducted by the academy are completedinthe following manner:

e Thestudentwill be offered the opportunity for RPL

e Thestudentwill be briefed onthe assessment processes

e Thestudentwill be advised of the outcome at the first available opportunity

o Thetrainerwill provide feedback on performance, and discuss the content with the student

o Allassessments conducted by the academieswill observethe following directives as re quired
by the AQFT standards:

o CompetencyBased Assessment—Assessment willbe according to established procedures as
definedin AQTF standards

o Validity— Assessment methods will be valid, and willassess what they claim to assess

o Reliability— Assessment procedures willreliable and will resultin consistent interpretation

o Fairness— Assessment procedures will be fair, and will not disadvantage learners

o Flexibility—Assessment procedures will be flexible

Reasonable Adjustment

e Where students are unable to undertake scheduled assessment due to family emergency,
illness or disability, alternative assessment arrangements may be negotiated with the

Academy prior to the assessment date. Should illness be the cause of the inability to
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undertake assessment, the student will be required to provide a doctors certificate stating

that the student could not undertake study during the particular period.

Resitting Assessments

In the event of a ‘not yet competent’ outcome, the student will have an apportunity to resit the
assessmentforthat unitat no cost. Shouldthe resultofthe resitbe an outcome of ‘not yet competent’
one furtherresitis allowed ata cost of $75.00 per assessment. If, after resitting the assessment(s), the
studentstill does not meetthe necessary criteriafor competency, he/she must redo the entire unit (cost
on application)in orderto achieve the full qualificaiton or course.

Complaints and Appeals Policy (Standard 6)

This Policyisto outlinethe Academyof Advanced Skin and Laser Training’s support to Students who need
to make a complaintor an appeal.

Academy of Advanced Skin and Laser Training has a complaints policy to manage and respond to
allegationsinvolving the conduct of any of the following:

e Academy of Advanced Skinand Laser Training, its trainers, assessors or other staff

e Athird party providing services on Academy of Advanced Skin and Laser Training’s behalf, its
trainers, assessors or other staff

e Alearnerofthe Academy of Advanced Skin and Laser Training

Academy of Advanced Skin and Laser Training records, acknowledges and deals with Complaints and
appealsfairly, efficiently and effectively.

The Director of AASLT:
e Securely maintains records of all complaints and appeals and their outcomes

¢ |dentifies potential causes of complaints and appeals and takes appropriate corrective action to
Eliminate or mitigate the likelihood of reoccurrence

e Ensuresthe principles of natural justice and procedural fairness are adopted at every stage of
the complaintand appeal process for further guidance on the principles of natural justice and
procedural fairness can be accessed from thislink: https://www.oic.gld.gov.au/guidelines/for-
government/guidelines-privacy-principles/applying-the-privacy-principles/privacy-in-
complaints-management-disclosure-and-natural-justice

1. The Complaintsand Appeals Policy and the required Complaint/Appeal form can be publicly
accessed from the AASLT website

2. Complaints can be made verbally orinwritten form. AASLT would preferthe complaintin writing,
using the Complaintsand Appeals Form. This ensures for more effective process for recording the
issue orconcern.

3. The person placinga complaint may be accompanied by a support person at any relevant meeting.
4. Complaintswill be registered with the Directorand a resolution will be forwarded to the studentin
writing within 14 working days.

5. Where AASLT considers more than 60 calendar days are required to process and finalise the
complaintorappeal, they will:

5.1 Informthe complainantorappellantinwriting, including reasons why more than 60
calendardays are required

5.2 Regularly updatesthe complainant orappellant onthe progress of the matter.
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6. Ifthe compliantremains unresolved;the student may seekindependentadvice orlodge a complaint
with the following:
6.1 Inrelationtoconsumer protectionissues, these may be referred to the Office of Fair Trading.
6.2 In relationtothe delivery of trainingand assessment services, these may be referred to the
National Training Complaints Service viathe following phone number: 1338 73.

7. Ifthis processfailstoresolve the complaintorappeal and at the request of the individual making
the complaint orappeal; Academy of Advanced Skin and Laser Training will provide the review of
the complaint by a third-party independent of AASLT and the complainant orappellant at no cost
to the person placing the complaint.

8. The Director of AASLT views complaints as an opportunity for Continuous Improvement towards
the conduct and operation of the RTO.

9. Avrequestforan Appeal againstadecisionthat AASLT or a third-party of AASLT may include but not
limited to, assessment decisions against assessment results.

9.1 Anystudentwho believesthatthe mark awarded foran assessmentorsubjectdoes notfairly
reflecttheirachievementhasthe rightto an appeal.

9.2 Requestsforanappeal are to be conducted usingthe Complaints and Appeals Form available
on the AASLT website.

9.3 These are acknowledged in writing and finalised as soon as practicable within 14 days.

Procedures for Making a Complaint or Requestingan Appeal
Complaints

1. Intheeventofacomplaint, the student mustinitially try to resolve the problem with the person
concerned.

2. Shouldthe problem remain unresolved, you are required to:
2.1 Complete a Complaint form available from the Website (preferred method) or call the
Directorto discuss verbally.
2.2 Complete all required details on the form and attached any relevant documentation.
2.3 Submitthe formto the Directoror the Trainer/Assessor as appropriate.

Appeals

1. Inthefirstinstance,studentsare encouraged to discussassessment outcomes and processes with
theirTrainer. (Concerns regarding assessment results must be discussed withthe trainer no more
than 10 working days from the date of issue).

2. If the outcome of discussionis not satisfactory, and the student does not agree with the result,
the student should complete a Reassessment Application form which can be handed to the
administration staff or Director.

3. The student assessment will be reviewed by the Director and the results will be detailed on the
Reassessment Application form.

4. If the student does not agree with the outcome of this process, the assessment item will be
reviewed by athird-party independent from AASLT and the applicant appealing.

5. Thestudentwill be notified of the outcome in writing. In cases where the studentis not satisfied
with the outcome, they may contact National Training Complaints Service via the following phone
number: 13 38 73.
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Course Information

Vocational Education & Training

Courses have been prepared according to the correlating National Training Package. Training Packages
include:

e Industry course standards; these are the standards each industryrequireits workers to have.

e Guidelinesforassessingcompetence inthe industry.

e Courses are comprised of a combination of compulsory, elective and optional units of
competency to be completed within a theoretical and practical workplace application.
Students will be required to complete the required number of compulsory, elective and
optional unitsasindicatedin the individual course.

e Allof our courses are specifically designed to meet the needs of Australian industry.

e Academy of Advanced Skin and Laser Training offers nationally recognised training as well as
non-accredited courses.

e Onlynationallyrecognised competencies/qualifications will display the nationally recognised
training symbol.

e Certificates issuedfor the non-accredited courses will not display the nationally recognised
training symbol.

o Thestudentwill beissued witha nationallyrecognised statement of attainment forany units
in which the student has been assessed as competent as recognition of completion of the

course.

Course Progress

Whether you are attending on-site classes or enrolled in a flexible blended program our academic staff
will monitoryour progress and contact you on aregular basis about your progress. Please do not hesitate
to contact the clinic training team to discuss any concerns you may have with progress or completion.
Adjustments can be made and supportis available to assist youto complete your studies.

Issuing of qualifications and Statement of Attainments

Academy of Advanced Skin and Laser Training will issue all AQF qualifications and statements of
attainment within 30 days of the training programs completion. All statements of attainment issued by
the Academy will comply with the standards of the Australian Qualifications Framework (AQF).

The Academy will only issue AQF qualifications and statements of attainment within our scope of
registration that certify the achievements of qualifications orindustry/enterprise competency standards
from nationally endorsed training packages or qualifications, competency standards or units from
accredited vocational courses.
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Recognition of NRT Qualifications

Academy of Advanced Skin and Laser Training will recognise and accept certified qualifications and
statements of attainmentissued by other NVRRTOs.

Recognition of Prior Learning (RPL) policy

Academy of Advanced Skin and Laser Training recognises that competency is gained through work
experience as well as formal and informal training. The clinicaimsto ensure thatrecognitionis assessed
accordingly to ensure the studentis not disadvantaged and that individual circumstancesare considered.

Anassessment process has been developed andis offered to all students torecognise priorlearning that
may be contributed towards the study.

All staff are responsible for ensuring marketing and advertising material includes recognition of prior
learning as well as recognition of qualifications and statements of attainmentissued by other registered
training organisations.

Procedure

e Learners are required to complete an application form for consideration of RPL and for the
recognition of qualifications and/or Statements of Attainmentissued by other NVR RTOs.

e Participantsseekingrecognitionfor AQF qualifications and/or statementsof attainment must
presentthe original documents or certified copies of originals. Copies of the evidence are to
be kepton the individual studentfile.

e Participants are required to sign a form to release information, allowing Academy of
Advanced Skin and Laser Training to verify the qualification and/or statement of attainment.

e Any staff member is permitted to validate the qualification/statement of attainment by
contactingthe registered provider of the organisation by email.

e A copyof the validation emailis to be filed on the studentfile.

e Once the qualification/statement of attainment has been validated, the student’s records
must be credited and notes entered detailing the recognition.

e AQFqualifications/statements of attainment that cannot be validated willnot be recognised.

e Studentswillbe provided with an opportunityto be assessedand provide additional evidence
for consideration.

e The student must provide sufficient, relevant evidence to demonstrate competency and that
competency can be demonstrated repeatedly.

e AllapplicationsforRPL are to be recorded on the individual student file as well as the result
and evidence as necessary.

Students’ Responsibilities
Students are responsible for:

e Understandingand acceptingthe enrolment conditions for the courses they undertake.
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e Providing accurate information about them at time of enrolment, and to advise us of any
changesto theiraddress, mobilenumberand email address within 7 days.

e Paying all fees and charges associated with their course and providing their own course
requirements asinstructed.

e Recognisingthe right of staff and otherstudents to be treated with dignity and fairness, and
behavinginanappropriate and acceptable mannertowards them.

e Regularand punctual attendance.

e Ensuringthat you attend all classes soberand drug free and smoke onlyin open areas away
from otherpeople.

e Thesecurity of theirpersonal possessions while attending a course.

e Promptly reporting all incidents of harassment or injury to the Academy of Advanced Skin
and Laser Training administration office.

o Respecting the Academy’s property and observing policy guidelines and instructions for the
use of equipment.

e Seekingclarification of theirrights and responsibilities when in doubt.

Student Disciplinary Policy

The student disciplinary policy exists for the proper management of disciplinary issues. The policy is
designed to ensure fairness and objectivity and its primary function is not intended as a form of
punishment, but as a means of providing students with the opportunity to correct or modify their
behaviour.

The academy seeks to promote an environment in which students develop a positive and responsible
attitude towards fellow students, staff and the general work/learning environment. When a student’s
behaviour conflicts with the Student Code of Conduct disciplinary action will be taken according to the
policies of the academy.

The academy reserves the right to expel students immediately depending upon the seriousness of the
misconduct.

Discipline

We will make all attemptsto provide ourtrainingand assessment servicesin a spirit of cooperation and
mutual respect. There are times howeverwhen a disciplinary action must be taken to ensure the safety
and well-being of all students and staff. Students should make themselves aware of the procedure.

e Examplesof whendisciplinary action may be required to be takeninclude when astudent:

e Fails to attend the required minimum number of classes for any course without reasonable
explanation.

e Bringsontoorconsumeson our premises, any drug of addictionor dependence (except drugs
prescribed by a medical practitioner).

e Bringsonto or consumes alcohol on our premises.

e Exhibitsanyform of behaviourthatisadversely affected by the influence of drugs oralcohol.
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e Damage or remove any property orrecourse of ours or any training venue hired by us.

e Assault(physical orverbal) any person or persons on our premises or any training venue hired
by us.

e Failto comply withany instructions given by a member of staff relatingto the safety of any
person onour premises.

e Exhibits any form of conduct while on our premises that is considered to be aggressive,
disorderly, disruptive, harassing orinterferes with the comfort, safety or convenience of any
personwhois acting lawfully and entitled to be present.

e Enters any part of our premises or any other place to which students have access for the
purpose of tuition, when not entitled to do so, or having entered, refuses to leave said
premises

e When disciplinary action is taken, the Director will notify the student of the reason for the
action.

e Averbal warningwillbe givento the studentand documentedon the student’s individualfile

e Where the behaviour continues after the verbal warning, student will be counselled and a
written warning willbe providedto the student. A copy of this warning will be noted and kept
on the student’sindividual file.

e In the event that the behaviour continues beyond the written warning, the student will be
removed from the training program. Notification of their removal willbe made in writing and
a noted copy will be placed onthe student’s file.

e Ifthe studentwishedtoexpressacomplaintinrelationtothe disciplinary action taken, they

have the opportunity to follow our complaints procedure

Plagiarism and Cheating

Collusion, plagiarism or cheatingin assignments, class assessmentsorexaminations will not be tolerated.
Lecturerwill 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. All monies paid by the
student will be forfeited.

Theft

Asthe premises of the Academy of Advanced Skin and Laser Training are open to the public, students are
not advised to leave their valuables unsupervised. The Academy of Advanced Skin and Laser Training
cannot be held responsible foranything which may be stolen fromits premises.

Smoking

The Academy premises are smoke free zones. If students wish to smoke, they should do so outside and
away fromthe buildingand only in designated smoking areas.
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Withdrawals and deferrals

If you wish to withdrawfrom your courseyou are required to submittherequestinwriting to the Director.
A withdrawal may be awarded on an individual basis. Please contact the principle to discuss your
circumstances. No refund will be payable after course has commenced and you withdraw however,
exceptions will be considered on a case-by-case basis atan additional administration fee.

Feedback

The academy believes in quality continuous improvement. This can only be achieved with the help of
feedback received from our students and students.

Other Forms of Feedback to students

Trainers will provide various forms of feedback to students on their performance. The feedback may
include one or more of the following:

e A mark ontheirassignment/project report/exam paper

e Commentsontheirassignment/project report/exam paper
e A writtenevaluationsheet

e Oral feedbackontheiroverall performance

If the students are not satisfied with the feedback given ontheirwork, they can discuss their work with
the trainerindividually and/orthe Director.

Feesand Refund Policy

All enrolmentfees are non-refundable.

FeesPolicy

Academy of Advanced Skin and Laser Training accepts the payment of fees in advance. Academy of
Advanced Skin and Laser Training will not accept payment of more than $1500 from each individual
student prior to the commencement of the course.

Following course commencement, Academy of Advanced Skin and Laser Training may require payment
of additional fees in advance from the student but only such that at any given time, the total amount
required to be paid which is attributable to tuition or other services yet to be delivered to the student
does notexceed $1,500.

$350 of the paid feesisan administration, non-refundablefee.
In the event that a participant cancels or withdraws 21 days prior to commencement any fee over the
$350 will be refunded. (This policy is enforced because cancelling at this point disadvantages the RTO by

preventingaplace being offered to anotherapplicant).

Where applicants cancel within 21 days prior to the commencement date of training, the Academy will
not refund any fees and charges paid by or for the student.

Partial or full refunds will be considered lessthan 21 days from the commencement of the course only
underexceptional circumstance such aslong-termillness.

Deferment of training may be negotiated where possible.
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Once training has commenced in the course, no refund is available to participants who leave before
finishing the course unless the participant can provide a medical certificate or show extreme personal
hardship.

Should participants wish to finaliseincomplete competenciesin afuture course, the original fee payment
can be used as credit towards that course within six months of initial payment. If the creditis not used
within the six months, the creditorrefundis deemed nulland void.

Where a course has been cancelled by the RTO, participants are entitled to a full refund (or pro-rata
adjusted refund) or to transfer to another/future course. In this event participants will be given their
preferred option.

Students who are assessed as not yet competentand reenrol must pay the full fee forthe course.
Reissuing of a certificate or statement of attainment - $25

No refundis available forindividuals who do not attend training on theirscheduled course dates or who
have commenced theirtraining course and who chooseto terminate orleave beforetheirtraining course
iscompleted unless they can provide a Medical Certificate or show extreme personal hardship or pressing
domestic necessity.

In these casesfees may be refundedon apro rata basis or reduced to cover program or course materials
or held in credit for a maximum period of 6 months from the original invoice date, after which time, if
unused the credit or refundisdeemed null and void.

The Director reserves the right to make discretionary decisions regarding conditions of refunds if
necessary.

Short Course Refund Policy

Short courses are strictly non-refundable.

Material Fees

No refunds will be given for printed or electronic materials that are considered to be used. Materials will
be considered ‘used’ when:

o Thestudenthas accepted the materialsand beguntheirtraining

e Thestudenthas signedtheiracceptance of the materials.

Course Reschedule/ Cancellation

If a course is rescheduled/cancelled by Academy of Advanced Skin and Laser Training prior to program or
course commencement, then participants will be rescheduled to the next available course date. No
monies will be refunded by Academy of Advanced Skin and Laser Training for any expenses that the
participant has or may incuras a result of the reschedule.

Student Support

Academy of Advanced Skin and Laser Trainingis at all times concerned with the welfare of our students.
Staff will counsel students as appropriate and /or referthemto qualified counsellors. Staff are required
to respond to and attempt to alleviate any signs of distress or discomfort by students, and to actively
renderappropriate assistance.
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If yourequire extrasupportor counselling, please make contact witha member of our team who will be
able to provide assistance with contacting professional counselling services.

Anyfeesincurred are the sole responsibility of the student.

Counselling/Personal Support
If you require counselling or personal support, please contact one of the organisations below.

Lifeline13 11 14 or www.lifeline.org.au

Beyond Blue 1300 224 636 or www.beyondblue.org.au

Accessing personal files

Students have access to all of theirindividual files at any time. Files can be provided 24 hours’ notice
except in exceptional circumstance. Students are to email the administration staff to request access to
theirfiles.

These requests must be saved electronically underthe students’ individual file.

Privacy and confidentiality

Student information is to remain confidential unless written authority has been given to release the
informationtoa third party.

Data Collection
Academy of Advanced Skin and Laser Trainingis required to collect student data:

e The Australian Vocational Education and Training Management Information Statistical
Standard (AVETMISS) provides a national framework for the consistent collection and
dissemination of vocational education and training (VET) information throughout Australia.

e A VETMISS applies to the VET provider collection which provides information on training

programs delivered by governmentand privately operated training providers.

The revised Standards for Registered Training Organisations 2015

The objectives of the Standards are to ensure consistent, high quality training and assessment services
for the students of Australia’s vocational education and training (VET) system.

The standards form part of the VET Quality Framework. As defined in the section 3 of the Act, the VET
Quality Framework is comprised of the Standards for NVR Registered Training Organisations, the
Australian Qualifications Framework, the Fitand Proper Person Requirements, the Financial Viability Risk
Assessment Requirements and the Data Provision Requirements.

The Standards are based on the existing Australian Quality Training Framework (AQTF) standards, used
by training organisations forinitialand continuingregistration, and has adopted parts of the existing AQTF
standards for initial and continuing registration for training organisations.

Compliance with the Standards is a condition for all NVR registered training organisations and for
applicants seeking registration under the Act.
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Commonwealth Vocational Education and Training Act 2010

The Commonwealth Vocational Education and Training Act 2010 providesforthe:

Registration of training organisations
Accreditation of vocational coursesin accordance with national standards
Approval of providers of courses to overseas students

Reconstitution of the Australia Skills Quality Authority

The Act implements a national initiative to ensure effective regulation of VET providers throughout
Australia. It also recognises the National Training Information Services.

Refusal to Provide Services

Academy of Advanced Skin and Laser Training has the right to refuse to provide services (including
training, assessmentand course material) to students who have outstanding accounts or present a danger
to himself orother students or staff. Academy of Advanced Skinand Laser Training shall notbe liable for
any failure to provide these services.

Schedule of fees

Single Courses

SHBBINF001 Maintain Infection Control Standards $595
- RPL Process $400
SHBBSKS003 Design and provide cosmetictattooing $7,150
- RPLProcess $2,000

Administration

Reprint Certificate/SOA S60
Reprint AcademicTranscript $60
Resitperassessment S75
AcademicProgress S60
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e $350 of the paid feesisan administration, non-refundable fee.
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DO YOU HAVE YOUR USI?

WHAT IS A USI?

A Unique Student Identifier (USI) is areference number made up of numbers and/or letters that gives you
access to your USI account. This USI will stay with you for life and be recorded with any nationally
recognised Vocational Education Training courses that you undertake from January 2015.

WHAT IS A USI ACCOUNT?

This is an online account controlled by you which keeps all your training records and results together.
Each time you enrol to study with a new training organisation, your USI will be used to store your training
records and results.

HOW CAN I OBTAIN A USI?

You will be able tologintothe USI System www.usi.gov.au, accept the Terms and Conditions, enter some
personal details and receive the US| backin real time.

WHAT INFORMATION WILL I NEED TO HAVE TO GET A USI?

You will need a form of ID, contact details and personal information. Alist of acceptable IDis on the USI
website.

WHY DO | NEED A USI?

The USI will allow you to have easier and more reliable online access to your record of training history
(from January 2015). You will also be able to produce a comprehensive transcript of your training. This
can be used when applying for a job, seeking a credit transfer or demonstrating pre -requisites when
undertaking furthertraining.

WHAT IF | FORGET OR LOSE MY USI?

There are instructions at www.usi.gov.au on how to recoveryour USI.

WILL I NEED MY USI BEFORE ENROLLING INTO COURSES?

Yes, at Academy of Advanced Skin & Laser Training we require you to provide us with a USl in order to
enrol

IS MY USI DIFFERENT TO MY ACADEMY OF ADVANCED SKIN & LASER TRAINING STUDENT
IDENTIFICATION (ID) NUMBER?

Yes. If you have studied at Academy of Advanced Skin & Laser Training previously or are a new student at
Academy of AdvancedSkin & Laser Training, you will have a se parate student identificationnumber which
is usedto identify youandto log into any institute systems. Your USI numberis only used to access your
records and to enrol at Academy of Advanced Skin & Laser Training.
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WILL I STILL RECEIVE MY CERTIFICATE FROM MY TRAINING PROVIDER?

You will not receive a copy of your Certificate from Academy of Advanced Skin & Laser Training unless
you have provided your US| and paid all outstanding fees.

HOW CAN | SEE MY TRAINING RECORDS?

Your Training records will be available through the USI syste m from June 2015. If you require training
records prior to June 2015, please contact the Academic Records Centre (ARC) for studies done at
Academy of Advanced Skin & Laser Training or with yourrespective training organisation if completed at
otherRTOs.

IS THERE A CHARGE INVOLVED IN GETTING A USI?
No. A USI will be available free-of-charge for all individuals undertaking nationally recognised training.
CAN | USE MY USIFOR UNIVERSITY?

Initially, the new initiative will only apply to VET students. The Federal Government has indicated an
interestin extendingitto othereducationsectors, although any such extension wouldbe subject to future
decisions.

WHO HAS ACCESS TO SEE MY USI?

You can give access to a Training Provider to view and/or update your US| account or view training
records. However Academy of Advanced Skin & Laser Training will not keep arecord of your US| outside
of their Student Management Systems.

WHAT IF | CHANGE MY NAME?

The details you enter must be the same as shown on your form of ID. If you have changed your name
since obtaining your USI then you may update your personal details to match your new form of ID.

DO INTERNATIONAL STUDENTS NEED A USI?

Yes. All students studying an accredited national recognised course within Australiawill need to obtaina
USI. If you are an international student please contact Education Training International for more
information.
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