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1. Welcome & Introduction

1.1 About Job Training Institute (JTI)

Job Training Institute (JTI) is a Registered Training Organisation (RTO) dedicated to delivering high-
quality training in nationally recognised qualifications under the VET Quality Framework.

At JTI, we see and support you as an individual. Our personalised approach to education ensures that
your unique learning needs and goals are recognised and nurtured.

Flexible Study Modes to Suit Your Lifestyle

We understand that every student has different commitments and preferences. That's why we offer
flexible learning options, allowing you to choose how and where you study:
< Blended Learning (Domestic Students Only) — Combine the best of both worlds with a mix of
virtual and face-to-face sessions.

Blended Delivery (Face-to-Face & Virtual)

< Weekly virtual classes via Zoom 1 day per week (5 hours class +1-hour support)

% Scheduled face-to-face simulation sessions on campus for 2 days

« Access to course resources and activities via Moodle

< Online support from qualified Trainers and assessors with extensive industry experience
« ldeal for learners seeking structured study with accelerated completion options

Self-Paced Delivery

< Flexible self-paced learning through Moodle

< Ongoing trainer support via email, phone, and forums

< Optional fortnightly tutorial sessions available online

« lIdeal for learners who prefer autonomy and time flexibility

Simulated Training Environment: Simulation sessions are designed to replicate real workplace
scenarios, utilising industry-standard equipment and practices.

Whether you're looking to start a new career or upskill in your current role, JTI is here to support your
journey every step of the way.

Work Placement

We know the industry and understand the effort in finding Work Placement — JTI Work Placement
Coordinator, JTI Trainers, and yourself will work collaboratively in securing a work placement.

ATo attain your certificate you must complete the theory part of the course and the Work Placement.
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Ongoing Assessment

< Your course has assessments (e.g. short questions, case studies, research activities,
tests/quizzes, work placement, etc.) for each unit. You will receive ongoing assistance and
coaching/mentoring in the specific areas that you may require.

< Job Training Institute offers students regular live online classes moderated by our trainers.

Please read all the information contained in this book thoroughly. If you require further information
not found in this booklet, please ask a JTI staff member.

1.2 Our Mission, Vision and Values

Mission

Our mission is to empower students through high-quality education and training that develop practical
skills, confidence, and lifelong learning. We aim to prepare individuals for meaningful careers and
contribute positively to their communities and industries.

Vision

Our vision is to be a leading training institute recognised for excellence in education, innovation, and
student success creating skilled graduates who make a difference in the workforce both locally and
globally.

Values

< At Job Training Institute, we are guided by the following core values:

< Integrity: We act honestly, ethically, and with accountability in all we do.
Respect: We value diversity, inclusion, and the dignity of every individual.

< Excellence: We strive for continuous improvement and quality in our teaching and services.

< Empowerment: We encourage students to reach their full potential through knowledge and
support.

< Collaboration: We build strong partnerships with communities, industries, and stakeholders to
enhance learning outcomes.

1.3 Our Cole Values

JTI recognises these core values as utmost importance in all its operations and they are as follows:

< We empower our People

< We embrace and promote diversity
< We respect all

< We are fair in all our dealings and
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< We deal ethically at all times

1.4 Scope of Registration

Job Training Institute (JTI) is a Registered Training Organisation (RTO No. 122208) approved by the
Australian Skills Quality Authority (ASQA) to deliver nationally recognised training.

Our Scope of Registration outlines the qualifications, accredited courses, and units of competency that
JTlis authorised to deliver and assess. These courses meet national training standards and are listed on

the national register at training.gov.au
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2. About This Handbook

2.1 Purpose of the Handbook

A handbook serves as a reference tool designed to:

X3

o

Provide essential information, policies, or procedures
Ensure consistency in practices or expectations

Serve as a guide for decision-making and behavior

Help users understand their roles, rights, and responsibilities

X3

o

X3

o

R/
0.0

2.2 Who Should Use This Handbook

This handbook is intended for all students enrolled at the Job Training Institute. It serves as a
comprehensive guide to school policies, student services, behavioral expectations, and campus
resources. Both new and returning students should refer to this handbook regularly.

2.3 Updates and Version Control

This handbook is a living document and may be updated periodically to reflect changes in policies,
procedures, or relevant regulations. All updates will be reviewed and approved by the General Manager
or responsible department , and the most current version will be made available online/in print/etc.
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3. Courses Offered to Domestic Students

List of Qualifications

JTI Courses
Job Training Institute offers the following courses:

< CHC33021 Certificate Il in Individual Support (Ageing & Disability)
< CHC30121 Certificate Il in Early Childhood Education and Care
< CHC43121 Certificate 1V in Disability Support

« CHC50125 Diploma of Early Childhood Education and Care

< CHC52025 Diploma of Community Services (Case management, Child Youth and Family
Welfare

< CHCA43515 Certificate IV in Mental Health Peer Work
< CHC53315 Diploma of Mental Health

Course Delivery Modes (Face-to-Face, Online, Blended)

Course Duration and Study Load
e CHC33021 Certificate lll in Individual Support (Ageing & Disability)

Blended Delivery: Typically completed within 8—12 months

Self-Paced Delivery: Up to 12 months maximum.

% rtual classes via Zoom 1 day per week (5 hours class +1-hour support)

« Scheduled face-to-face simulation sessions on campus for 3 days

« Access Blended Delivery (Face-to-Face & Virtual)

<  Weekly vito course resources and activities via Moodle

< Online support from qualified Trainers and assessors with extensive industry experience
« ldeal for learners seeking structured study with accelerated completion options

Work Placement Requirements

This qualification includes a mandatory minimum of 120 hours of vocational placement in an approved
aged care or disability facility (where relevant). The placement provides students with hands-on experience,
contextualized scenarios, and competency development that would otherwise be conducted in a simulated
environment.

For self-paced students who reside outside of Victoria, the required work placement hours are 140, if they
are unable to attend the face-to-face simulation and manual handling training. For all other students, it is

compulsory to attend three days of face-to-face simulation and manual handling training at JTI Campus.
Additional Placement Requirements:

< HLTAIDO11 Provide First Aid & CPR certification (Subject to placement requirements)
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< National Police Check (Issued within the past 12 months)

< Manual Handling certificate (Subject to placement requirements)
< Covid 19 Vaccination Certificate (Minimum 2 doses)

< Annual Influenza Vaccination (Subject to placement providers)
< NDIS Worker Screening Check (Subject to placement providers)

These requirements ensure student safety, compliance with legislative obligations, and preparation for
vocational practice

CHC33021 Certificate Ill in Individual Support
(Ageing & Disability)

CORE ELEC

TIVE TOTAL

9 6 15

No | Unit Code & Name Core/Elective

1 | CHCCCS031 Provide individualized support Core

2 | CHCCCSO038 Facilitate the empowerment of people receiving support Core

3 | CHCCCSO040 Support independence and wellbeing Core

4 | CHCCCSO041 Recognize healthy body systems Core

5 | CHCCOMO005 Communicate and work in health or community services Core

6 | CHCDIV001 Work with diverse people Core

7 | CHCLEGO001 Work legally and ethically Core

8 | HLTINFO0O06 Apply basic principles and practices of infection prevention Core

and control

9 | HLTWHSO002 Follow safe work practices for direct client care Core

Elective Units:

10 | CHCAGEO11 Provide support to people living with dementia Elective

11 | CHCAGEO013 Work effectively in aged care Elective

12 | CHCPALOO3 Deliver care services using a palliative approach Elective

13 | CHCDIS011 Contribute to ongoing skills development using a Elective

strengths-based approach

14 | CHCDIS012 Support community participation and social inclusion Elective
RTO Number: 122208 CRICOS Number: 03373B Revision date: 05 May 2026
Next Review: 05 May 2027 Email: contact@jti.edu.au Revision: 13.0
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Elective

e (CHC30121 Certificate lll in Early Childhood Education and Care

Blended Delivery: Typically completed within 12-15 months

Self-Paced Delivery: minimum for 12 months

Blended Delivery (Face-to-Face & Virtual)

Work Placement Requirements

< Weekly virtual classes via Zoom 1 day per week (5 hours class +1-hour support)
% Scheduled face-to-face simulation sessions on campus for 1 day

< Access to course resources and activities via Moodle
< Online support from qualified trainers and assessors with extensive industry experience
% Ideal for learners seeking structured study with accelerated completion options

To successfully complete the qualification, students must undertake a minimum of 160 hours of work
placement in an approved early childhood education and care service. This practical component provides
valuable hands-on experience under the supervision of qualified educators

Before commencing placement, students must attend a Pre- Work Placement Workshop including Health

& Safety, Caregiving Tasks and Professional Conduct.

Additional Placement Requirements:

% Working With Children Check (WWCC)

< HLTAIDO12 Provide First Aid & CPR in an educational and care setting
« Valid National Police Check (Issued within the past 12 months)

% Covid 19 Vaccination Certificate (Minimum 2 doses)
< Annual Influenza Vaccination (Subject to placement requirements)

CHC30121 Certificate Ill in Early Childhood
Education and Care

CORE

ELECTIVE TOTAL

15

No | Unit Code & Name

Core/Elective

1 | CHCECEO30 Support inclusion and diversity

Core

2 | CHCECEO31 Support children’s health, safety and wellbeing

Core

RTO Number: 122208 CRICOS Number: 03373B
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3 | CHCECEOQ32 Nurture babies and toddlers Core

4 | CHCECEO033 Develop positive and respectful relationships with children Core

5 | CHCECEO34 Use an approved learning framework to guide practice Core

6 | CHCECEO35 Support the holistic learning and development of children Core

7 | CHCECEO36 Provide experiences to support children’s play and Core
learning

8 | CHCECEOQ37 Support children to connect with the natural environment Core

9 | CHCECEO38 Observe children to inform practice Core

10 | CHCECEO54 Encourage understanding of Aboriginal and/or Torres Core
Strait Islander peoples’ cultures

11 | CHCECEO55 Meet legal and ethical obligations in children’s education Core
and care

12 | CHCECEO056 Work effectively in children’s education and care Core

13 | CHCPRTO001 Identify and respond to children and young people at risk Core

14 | HLTAIDO12 Provide First Aid in an education and care setting Core

15 | HLTWHSO001 Participate in workplace health and safety Core

Elective Units:

16 | CHCDIV001 Work with diverse people Elective

17 | CHCPRPO0O03 Reflect on and improve own professional practice Elective

CHCA43121 Certificate IV in Disability Support

Entry Requirements

«» Completion of: CHC33021 Certificate Il in Individual Support (Disability),or

% Completion of: CHC33015 Certificate Il in Individual Support ( Disability), or

% Completion of: CHC30408 Certificate Ill in Disability PLUS the CHCSS00125 Entry to

Certificate IV in Disability Support Skill Set

Blended Delivery: Typically completed within 6-12 months

RTO Number: 122208 CRICOS Number: 03373B
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Self-Paced Delivery: Minimum for 6 months

Blended Delivery (Face-to-Face & Virtual)

R
0‘0

Weekly virtual classes via Zoom 1 day per week (5 hours class +1-hour support)
Scheduled face-to-face simulation sessions on campus for 1 day

Access to course resources and activities via Moodle

Online support from qualified trainers and assessors with extensive industry experience
Ideal for learners seeking structured study with accelerated completion options

R R R
0‘0 0‘0 0‘0

R
0‘0

Work Placement Requirements

To successfully complete this course, students must undertake a minimum of 120 hours of supervised
work placement in a suitable disability setting. This provides valuable real-world experience and helps
students build confidence in their professional practice.

Simulation Training: All students are required to attend two days of face-to-face training at the JTI City
Campus. These sessions are designed to replicate real workplace scenarios using industry-standard
equipment, procedures, and practices, providing a realistic and practical learning experience.

Additional Placement Requirements:

< Working With Children Check (WWCC)

« HLTAIDO11 Provide First Aid & CPR certification (Subject to placement requirements)
< National Police Check (Issued within the past 12 months)

« Covid 19 Vaccination Certificate (Minimum 2 doses)

< Annual Influenza Vaccination (Subject to placement requirements)

« Manual Handling Certificate (Subject to placement requirements)

< NDIS Worker Screening Check (Subject to placement requirements)

CORE ELECTIVE TOTAL
CHC43121 Certificate IV in Disability Support
7 3 10
No | Unit Code & Name Core/Elective
1 CHCCCSO044 Follow established person-centered behaviour supports Core
2 | CHCDIS017 Facilitate community participation and social inclusion Core
RTO Number: 122208 CRICOS Number: 03373B Revision date: 05 May 2026
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3 | CHCDIS018 Facilitate ongoing skills development using a person- Core
centred approach
4 | CHCDIS019 Provide person-centred services to people with disability Core
with complex needs
5 | CHCLEGO003 Manage legal and ethical compliance Core
6 | CHCMHSO001 Work with people with mental health issues Core
7 | HLTWHSO003 Maintain work health and safety Core
Elective Units:
8 | CHCCCSO007 Develop and implement service programs Elective
9 | CHCCCSO004 Assess co-existing needs Elective
10 | CHCDIV003 Manage and promote diversity Elective
RTO Number: 122208 CRICOS Number: 03373B Revision date: 05 May 2026
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e CHC50125 Diploma of Early Childhood Education and Care

Entry Requirements:

Entry to this qualification is open to individuals who:
< hold a CHC30121 Certificate Il in Early Childhood Education and Care or
«» CHC30113 Certificate Il in Early Childhood Education and Care.

According to the Australian Qualifications Framework, Diploma of Early Childhood Education and Care
courses must be delivered for 1-2 years with a minimum of 280 hours of work placement. But the duration
for each learner will depend on everyone’s skills and knowledge. For example, students with higher
education qualifications and students who are already employed in the industry will find themselves
completing the course within a shorter time frame as compared to learners with lower education and no
experience in the industry.

Work Placement Requirements

To successfully complete this qualification, students must complete a minimum of 280 hours of vocational
placement in a regulated early childhood education and care service in Australia. These hours allow
students to demonstrate competence in real workplace environments as required by the national training
package.

Additional Placement Requirements:

< Working With Children Check (WWCC)

< HLTAIDO12 Provide First Aid & CPR in an educational and care setting
< Valid National Police Check (Issued within the past 12 months)

% Covid 19 Vaccination Certificate (Minimum 2 doses)

< Annual Influenza Vaccination (Subject to placement requirements)

< NDIS Worker Screening Check (Subject to placement requirements)

< Manual Handling (Subject to placement requirements)

CORE ELECTIVE TOTAL

CHC50125 Diploma of Early Childhood Education

and Care 12 3 15
No | Unit Code & Name Core/Elective
1 | BSBTWK502 Manage team effectiveness Core
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2 | CHCECEO041 Maintain a safe and healthy environment for children Core
3 | CHCECEO042 Foster holistic early childhood learning, development and Core
wellbeing
4 | CHCECEO43 Nurture creativity in children Core
5 | CHCECEO44 Facilitate compliance in a children’s education and care Core
service
6 | CHCECEO045 Foster positive and respectful interactions and behaviour in Core
children
7 | CHCECEO46 Implement strategies for the inclusion of all children Core
8 | CHCECEO047 Analyse information to inform children’s learning Core
9 | CHCECEO048 Plan and implement children's education and care curriculum Core
10 | CHCECEO049 Embed environmental responsibility in service operations Core
11 | CHCECEO050 Work in partnership with children’s families Core
12 | CHCPRPOO03 Reflect on and improve own professional practice Core
Elective Units:
13 | CHCMGTO003 Lead the work team Elective
14 | CHCPOLO002 Develop and implement policy Elective
15 | CHCECEO053 Respond to grievances and complaints about the service Elective

CHC52025 Diploma of Community Services (Case Management &Child, Youth and Family
Welfare)

Blended Delivery: Typically completed within 12-18 months

Self-Paced Delivery: Minimum for 12 months

Blended Delivery (Face-to-Face & Virtual)

< Weekly virtual classes via Zoom 1 day per week (5 hours class +1-hour support)
« Scheduled face-to-face simulation sessions on campus for 1 day
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Work Placement Requirements

To successfully complete this course, students must undertake a minimum of 240 hours of supervised
work placement in a suitable community services setting. This provides valuable real-world experience and

«» Access to course resources and activities via Moodle

helps students build confidence in their professional practice

Before commencing placement, students must attend a Simulation session, either at the JTI Campus or

via Zoom.

For self-paced students, the required work placement hours are 260 if they are unable to attend the
Simulation training either at the JTI Campus or via Zoom.

Additional Placement Requirements:

< Working With Children Check (WWCC)

< Online support from qualified trainers and assessors with extensive industry experience
< Ideal for learners seeking structured study with accelerated completion options

< HLTAIDO11 Provide First Aid & CPR certification (Subject to placement requirements)
« National Police Check (Issued within the past 12 months)

< Covid 19 Vaccination Certificate (Minimum 2 doses)
< Annual Influenza Vaccination (Subject to placement requirements)
< NDIS Worker Screening Check (Subject to placement requirements)
< Manual Handling (Subject to placement requirements)

CHC52025 Diploma of Community Services (Case
Management) (Child, Youth and Family Welfare)

CORE

ELECTIVE TOTAL

12

No | Unit Code & Name Core/Elective
1 CHCCCSO004 Assess co-existing needs Core
2 | CHCCCSO007 Develop and implement service programs Core
3 | CHCCCSO019 Recognise and respond to crisis situations Core
4 | CHCCSMO017 Facilitate and review case management Core
5 | CHCDEVO0O05 Analyse impacts of sociological factors on people in Core
community work and services
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6 | CHCDFV001 Recognise and respond appropriately to domestic and Core
family violence

7 | CHCDIV001 Work with diverse people Core

8 | CHCDIV002 Promote Aboriginal and/or Torres Strait Islander cultural Core
safety

9 | CHCLEGO003 Manage legal and ethical compliance Core

10 | CHCMGTOO05 Facilitate workplace debriefing and support processes Core

11 | CHCPRPO0O03 Reflect on and improve own professional practice Core

12 | HLTWHSO003 Maintain work health and safety Core

Elective Units:

13 | CHCCSMO0O09 Facilitate goal-directed planning Elective
14 | CHCCSMO014 Provide case management supervision Elective
15 | CHCCSMO016 Undertake advanced assessments Elective
16 | CHCCSMO015 Undertake case management in a child protection Elective
framework
17 | CHCMHSO013 Implement trauma informed care Elective
18 | CHCPRTO025 Identify and report children and young people at risk Elective
19 | CHCADVO005 Provide systems advocacy services Elective
20 | CHCMGTO002 Manage Partnership agreements with service providers Elective

e (CHCA43515 Certificate IV in Mental Health Peer Work

Certificate IV in Mental Health Peer Work course takes approximately 6 months - 1 year which includes
class time and 80 hours of work placement. But the duration for each learner will depend on each
individual’s skills and knowledge. For example, students with higher education qualifications and students
who are already employed in the industry will find themselves completing the course within a shorter time
frame as compared to learners with lower education and no experience in the industry.

Modes of delivery
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This course is delivered in various modes which include:

R/
0.0

Face to face

Online

Self-directed learning and
work placement.

R/
0.0

R/
0.0

X3

o

This qualification includes a mandatory minimum of 80 hours of vocational placement.

The JTI Work Placement Coordinator, JTI trainers, and the student will work together to arrange a suitable
work placement. Students are currently employed in the sector should consult their trainer to confirm if their
current workplace meets the course placement requirements.

Additional Placement Requirements:

< Working With Children Check (WWCC)

< HLTAIDO011 Provide First Aid & CPR certification (Subject to placement requirements)
< National Police Check (Issued within the past 12 months)

< Covid 19 Vaccination Certificate (Minimum 2 doses)

< Annual Influenza Vaccination (Subject to placement requirements)

< NDIS Worker Screening Check (Subject to placement requirements)

% Manual Handling Certificate (Subject to placement requirements)

CORE ELECTIVE TOTAL
CHCA43515 Certificate IV in Mental Health Peer
Work 8 7 15
No | Unit Code & Name Core/Elective
1 CHCDIV001 Work with diverse people Core
2 | CHCMHSO007 Work effectively in trauma informed care Core
3 | CHCMHSO008 Promote and facilitate self-advocacy Core
4 CHCMHSO011 Assess and promote social, emotional and physical Core
wellbeing
5 | CHCPWKO001 Apply peer work practices in the mental health sector Core
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6 | CHCPWKO002 Contribute to the continuous improvement of mental health Core
services
7 | CHCPWKO003 Apply Lived experience in mental health peer work Core
8 HLTWHSO001 Participate in workplace health and safety Core
Elective Units:
9 CHCPWKO004 Work effectively in consumer mental health peer work Elective
10 | CHCPWKO005 Work effectively with carers as a mental health peer worker|  Elective
11 | CHCADVO0O05 Provide systems advocacy services Elective
12 | CHCMHS002 Establish self- directed recovery relationships Elective
13 | CHCMHSO003 Provide recovery oriented mental services Elective
14 | CHCMHS004 Work collaboratively with the care network and other Elective
services
15 | CHCCCSO001 Addresses the needs of people with chronic disease. Elective

e CHC53315 Diploma of Mental Health

Diploma of Mental Health course takes approximately 1-2 years, which includes class time and 160 hours
of work placement in a community services facility. But the duration for each learner will depend on each

individual’s skills and knowledge. For example, students with higher education qualifications and students
who are already employed in the industry will find themselves completing the course within a shorter time

frame as compared to learners with lower education and no experience in the industry.

Work Placement Requirements

To successfully complete this course, students must undertake a minimum of 160 hours of supervised work

placement in a suitable Mental Health setting.

The JTI Work Placement Coordinator, JTI trainers, and the student will work together to arrange a suitable
work placement. Students are currently employed in the sector should consult their trainer to confirm if their

current workplace meets the course placement requirements

Additional Placement Requirements:

< Working With Children Check (WWCC)

< HLTAIDO11 Provide First Aid & CPR certification (Subject to placement requirements)
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< National Police Check (Issued within the past 12 months)

< Covid 19 Vaccination Certificate (Minimum 2 doses)

< Annual Influenza Vaccination (Subject to placement requirements)
< NDIS Worker Screening Check (Subject to placement requirements)
< Manual Handling (Subject to placement requirements)

CHC53315 Diploma of Mental Health

CORE ELECTIVE TOTAL

15 5

20

No | Unit Code & Name Core/Elective
1 | HLTWHS004 Manage work health and safety Core
2 | CHCADVO0O05 Provide systems advocacy services Core
3 | CHCDIV001 Work with diverse people Core
4 | CHCDIV002 Promote Aboriginal and/or Torres Strait Islander cultural Core
safety
5 | CHCMHSO002 Establish self-directed recovery relationships Core
6 | CHCMHSO003 Provide recovery oriented mental health services Core
7 | CHCMHSO004 Work collaboratively with the care network and other Core
services
8 | CHCMHSO005 Provide services to people with co-existing mental health Core
and alcohol and other drugs issues
9 | CHCMHSO009 Provide early intervention, health prevention and promotion Core
programs
10 | CHCMHSO010 Implement recovery oriented approaches to complexity Core
11 | CHCMHSO011 Assess and promote social, emotional and physical Core
wellbeing
12 | CHCMHS012 Provide support to develop wellness plans and advanced Core
directives
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13 | CHCMHSO013 Implement trauma informed care Core
14 | CHCPOLO003 Research and apply evidence to practice Core
15 | CHCPRPO0O03 Reflect on and improve own professional practice Core

Elective Units:

16 | CHCPRPO0O1 Develop and maintain networks and collaborative Elective
partnerships

17 | CHCCSLO001 Establish and confirm the counselling relationship Elective
18 | CHCMGTO002 Manage Partnership agreements with service providers Elective
19 | HLTAAPOO1 Recognise healthy body systems Elective

20 | CHCMHSO006 Facilitate the recovery process with the person, family and Elective
carers

Additional Work Placement Requirements

Simulation class & manual handling (Certificate Il in Individual Support Ageing & Disability Students are
required to complete the Simulation Class and Manual Handling training prior to the commencement of
their work placement.)

***If you do not have any of the above required documents, please contact our Work placement
Coordinator for assistance via email workplacement@jti.edu.au or 03 9055 5007 (City Campus)

% You must be fit and properly

« Valid police check-If candidate has criminal convictions; this may impact on their ability to
obtain work placement.

< Flexibility in terms of start times and finish times of shifts. This depends on individual facilities.

< Work placement is done at facilities that are not owned by the Job Training Institute. You will
be advised of the facility before placement starts.

< Orif you obtain work placement for yourself, advise our Work Placement Coordinator at
workplacement@jti.edu.au

< You will be buddied with a staff member from the Work Placement facility who will be your
mentor.

< You will not be paid whilst on work placement as it is part of your training
Work placement Books

For work placement application and enquiries, please contact our work placement team at
workplacement@jti.edu.au

Students need to collect work placement documents at either our Dandenong or City campus. Students
are required to take the Third-Party Report or Supervisor Report/Logbook to the placement centre each
day and ensure the center's supervisor signs it at the end of each day. When students finish work
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placement hours and work placement book, ensure to submit them at either our Dandenong or City
campus so that trainers can mark the book and update grades on Moodle
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4. Enrolment Information

4.1 Entry Requirements/Unique Student Identifier (USI)
Enrolment Documents required for this course are:

< An online application/or written enrolment request form

< Complete a pre-enrolment interview with the Enrolment Manager and, if needed, with the
Trainer

« Completed Pre-Training Review ( PTR) Form

« Complete Language, Literacy, and Numeracy assessment via LLN Robot and determine a
student’s digital literacy skills before enrolment

« Complete Student Enrolment Via Vetenrol

% Submission of enrolment documentation:

< A photo ID Document / Proof Permanent Residency or Citizenship / Proof of Age /Proof of
Victorian Residency / Proof of Concession Eligibility (If Applicable) / Transcript or USI (Unique
Student Identifier)

< Completed Evidence of Eligibility and Student Declaration Form (Government -Funded
Enrolments Only)

< Copy of Overseas Passport with the valid Australian visa grant letter (applicable to SF

enrolments)

Cert IV Disability Support

2

< Entry Requirements
Completion of: CHC33021 Certificate Il in Individual Support (Disability),or
Completion of: CHC33015 Certificate Il in Individual Support ( Disability), or

Completion of: CHC30408 Certificate Il in Disability PLUS the CHCSS00125 Entry to Certificate 1V in
Disability Support Skill Set

CHC50121 Diploma of Early Childhood Education and Care

R

< Entry to this qualification is open to individuals who:

< hold a CHC30121 Certificate 11l in Early Childhood Education and Care orCHC30113
Certificate Il in Early Childhood Education and Care.

4.2 Language, Literacy and Numeracy Assessment:

Prior to course commencement, students will be required to undertake a pre-training review which
includes a Language, Literacy and Numeracy (LLN) Assessment. This assessment is used to determine
the student’s level of language, literacy and numeracy as well as student’s suitability for the specific
qualification as required to complete the course and whether the student requires additional support.The
purpose of pre-training review is to check the needs of all potential students and make recommendations
as to the most appropriate course that will meet their requirements and capabilities.
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Students are required to demonstrate appropriate language, literacy and numeracy skills
for both the demands of training and the workplace. This is confirmed through successful
completion of a literacy and numeracy assessment demonstrating competency

Reading and writing skills equivalent to ACSF Level 3
Numeracy skills equivalent to ACSF Level 3

KD
£X4
7
0.0

4.3 Pre-Training Review (PTR)

Purpose

This process has been developed to ensure that JTI has systems in place to ensure that a
Pre-Training Review of current competencies, including literacy and numeracy skills prior
to training are conducted for each Eligible Individual.

Scope

To comply with the legislative requirement under SRTOs, 2015, identifying the client needs.
JTI will ensure the students are aware of the training program, assess their course
suitability, support identified and LLN checked.

Policy

1) For each Eligible Individual (please see eligibility check policy and procedure), JTI must conduct a Pre-
Training Review (PTR) of current competencies including literacy and numeracy skills prior to
commencement in training. The Pre-Training Review must:

a. Identify any competencies previously acquired (Recognition of Prior Learning (RPL), or Credit
Transfer)

b. Finding the reason for taking the course (for example, seeking job in the industry)

c. Ascertain the most appropriate qualification for that student to enrol in, including consideration of
the likely job outcomes from the development of new competencies and skills; and

d. Ascertain that the proposed learning strategies and materials are appropriate for that individual
in consideration of Language, Literacy and Numeracy.

e. ldentify the proposed learning strategies where necessary, steps to overcome any barriers

f. Student must not exceed two courses in one calendar year

g. Identify the individuals’ objectives for enrolling in the course

2) JTI must have a clear documented business process in place for conducting the Pre-Training Review
that demonstrates how JTI determines which qualification/s the student enrolled in and why this was the
most appropriate training option for that student. Delegates will complete the PTR form and LLN
assessment before sending the Vetenrol link to complete the enrolment form.
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3) The JTI business process and related documentation used by JTI to conduct the Pre- Training Review
must store in student admin file and will be made available to the Department for audit or review processes

4) JTI must not enrol an Eligible Individual in a course or qualification that is at an inappropriate level for
that student, including but not limited to enrolling students in courses on the Foundation Skills List that
would not provide additional relevant competencies

5) For example, it would be inappropriate to enrol a student assessed at Australian Core Skills Framework
Level 3 in all core skills area in either Certificate | in General Education for Adults or Certificate Il in Skills
for Work and Vocational Pathways

6) Consider the individuals during PTR:

a. Existing education attainment and capabilities during the Pre-training review
b. Complete the LLN assessment and delegate will complete the LLN assessment cover sheet

c. Digital capability, where the individual needs to access the JTI online resources via Moodle or
completing the assessment in PDF writable file or attending the Zoom virtual classes or simulation
assessments face to face.

7) JTI PTR MUST document why it determined the program each Skill First student enrolled in was suitable,
and the most suitable, program for that individual, with consideration of all items in VET Funding Contract
Clause 4.3 of Schedule 1.

8) JTI will provide information during PTR regarding two courses per calendar year for Skills First subsidised
training.
The Pre-Training Review must be completed prior to student taking LLN assessment and office
only page MUST be completed once LLN assessment completed, and the outcomes known and

documented, prior to the student’s commencing enrolment.

Procedure

JT1 will ensure that the Pre-Training Review is conducted for all Eligible Individuals prior to the commencing

enrolment (please check Eligibility criteria policy and procedure)

1) The JTI Enrolment Department (JTI Employee) will complete the PTR form. The LLN assessment
will be conducted via the LLN Robot, and the JTI Admissions Manager (or delegate) will conduct an
interview to complete the "JTI Office Use Only" section of the PTR form.

2) LLN Assessment student needs to complete LLN robot online test, JTI delegate will monitor the test or
call to verify the LLN test and Pre-Training Review with the student to:

a. Determine whether any arrangements for additional language, literacy, numeracy or other
support is required. If necessary, this will be discussed, explained and documented on the Pre-
Training Review

b. Identify any competencies previously acquired. Ensure that the student understands the
concepts of RPL and CT, and review the student’s work / life experience to identify any relevant
prior formal / informal learning that may be applied to the course they wish to enrol in. Individuals
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with prior formal training or relevant experience to the qualification they are enrolling into will be
encouraged to apply for RPL or CT.

c. The JTI delegate will ask each student to advise if they have completed any previous formal
training. If so, the individual will be asked to provide documentation of this such as a Statement
of Attainment. If applicable the Trainer/Assessor will document on the Training Plan any units
that can be applied as a CT or RPL. These would also be documented on a Credit transfer form
with the supporting documentation attached to enable JTI’'s administration team to process this
within their Student Management System (SMS).

d. Ensure that the qualification that the student is enrolling into:

i) is the most appropriate training option

ii) determine that the likely job outcomes and development of new skills align to the individual’s
needs.

iii) Is the appropriate AQF level in comparison to the level of skills measured against the ACSF
graph on the Spiky Profile.

iiii) A brief explanation will be provided on the Pre-Training Review which outlines why the
qualification the individual wishes to enrol into is the most suitable option

e. Ascertain that the proposed learning strategies and materials are appropriate for that
individual and apply reasonable adjustment where necessary

f. Ensure that the training location has access to required equipment and resources for training
and assessment (as per facilities checklist)

g. Discuss and review the Training Plan which must be signed by all applicable parties

h. Ensure that the enrolment form has been completed

i. Fees and charges explained

j- Student handbook discussed

k. Responsibilities of the student in regard to attendance of classroom training

I.  Responsibilities of the student and mentor in relation to workplace-based training

m. Assessment centre explained and academic/non — academic support available to student

3) JTI will make available the Pre-Training Review to the Department as requested for audit or review
purposes

4) JTI will not enrol an Eligible Individual in a course or qualification that is considered as an inappropriate
level for that student.

Language, Literacy, Numeracy & Digital Literacy Assessment

Prior to course commencement, students will be required to undertake a pre-training review which
includes a Language, Literacy and Numeracy (LLN) Assessment. This assessment is used to determine
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the student’s level of language, literacy and numeracy as well as student’s suitability for the specific
qualification as required to complete the course and whether the student requires additional support.The
purpose of pre-training review is to check the needs of all potential students and make recommendations
as to the most appropriate course that will meet their requirements and capabilities.

Recognition of Prior Learning (RPL) and Credit Transfer(CT)

Students may be eligible for Recognition of Prior Learning (RPL) or Credit Transfer based on previous
qualifications or relevant work experience. Please enquire during enrolment to determine eligibility.

Government Funded Training Eligibility (if applicable)

To assess your eligibility for government funding, speak to a Job Training Institute staff member or use
the government funding button below. Click here to check eligibility

Note: The Skills First Program is a Victorian Government—subsidised training scheme available to eligible
residents of Victoria. If you are eligible, a non-refundable registration fee applies. Additional costs, such
as student services and amenity fees, may also apply. JTI complies with the Equal Opportunity Act 2010,
and individuals with disabilities are encouraged to access government-funded training.

Funding Entitlements

Your completion of these courses with our institute may affect your future funding eligibility. Students in
Victoria who qualify for government funding are only allowed to undertake 2 courses per calendar year.

Enrolment Procedure

e Giving Information on enrollment prior to enrolling students.

e Individual or corporate students may enrol online, JTI will provide the assistance during the
enrolment process.

e Before enrolment form link send to student, admissions manager/delegate will conduct PTR and
LLN assessment MUST be completed with student to identify their needs and support.

e During this PTR process, delegates will go through with students' needs and provide the course
information and about the funding eligibility.

e Students will be required to complete an enrolment form (vetenrol), after initial Pre-training review
and completing the LLN assessments, where JTI delegates advice to students suitable for the
desired course.

e Students MUST read the JTI policies and procedures, visit JTI website, read the course
information before enrolments.

e Students before enrolment need to understand their rights and obligations as a student before or
during PTR/LLN assessment.

e Enrolments are processed as they are received and a Welcome letter (confirmation of enrolment
(CoE), training plan of course confirmation, student handbook should be sent electronically to the
student before one week of student commencement date. Statement of Tuition Fees need to be
sent to students prior to their commencement.

e JTI will not accept fees in advance more than $1500 before the course commencement.
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5. Fees, Charges & Refunds

5.1 Tuition Fees and Other Costs

Main Courses-Fee for Service ( Self -Funded Domestic)

Self-Funded Student
Normal Price
NAME OF COURSE & CODE
Registration Initial Total Tuition
Fee Deposit? Fee*

CHC33021 Certificate lll in Individual Support

0 500 3,500
(Ageing & Disability) $ $ $
Blended (virtual and face to face )
CHC30121 Certificate Ill in Early Childhood $0 $500 $5,000
Education and Care
Blended (virtual and face to face )
CHC43121 Certificate IV in Disability Support $0 $500 $2,500
Blended (virtual and face to face )
CHC43415 Certificate IV in Leisure and Health $0 $500 $5,000
Blended (virtual and face to face )
CHC50?I25 Diploma of Early Childhood $0 $500 $6,000
Education and Care
Blended (virtual and face to face )
CHC52025 Diploma of Community Services

0 500 6,000
(Case Management & Child, Youth and Family $ $ $
Welfare)
Blended (virtual and face to face )
CHCA43515 Certificate IV in Mental Health $0 $500 $4.000
Peer Work
Blended (virtual and face to face )
CHC53315 Diploma of Mental Health $0 $500 $6,700
Blended (virtual and face to face )

Cost $ Compulsory (Yes/No, optional)
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Re-issued (including postage) $80 Yes
Certificate & Transcript

Re-issued-Certificate OR $50 Yes
Transcript - Digital

Letters (CRICOS only) $20 Yes
Certificate Postage $10 Yes

Student Printer (Optional)

Paper Size Black & White | Colour
A4 $0.20 $1.00
A3 $0.25 $1.70
Scanning FREE

Please note.

(") Initial Deposit to be paid at the enrolment stage.

(*) The student tuition fee is indicative only and subject to change given individual circumstances at
enrolment. Additional fees may apply such as student services and amenities fees.

7

« Training for these courses is delivered with Victorian, and Commonwealth Government
funding.

« For Skills First program students must meet the eligibility criteria and be able to provide
required documents/ evidence.

« Payment plan is available, please contact our Accounts Department.

7

« Fees are subject to change without notice.

Student Internal Transfer Request

Transfer means the following;

X3

o

Transfer to another qualification;
Transfer to different delivery mode;
Transfer to different intakes;
Transfer to different trainers; or
Transfer to different campuses

X3

o

R/
0.0

R/
0.0

R/
0.0

The internal transfer is to be lodged no later than 30 days for Current Certificate IlI/IV students after
course commencement date;

The internal transfer is to be lodged no later than 60 days for current Diploma students after the course
commencement date.

5.2 Payment Plans

Payment plan is available, please contact our Accounts Department
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manisha@ijti.edu.au (03) 90555007

5.3 Refund Policy

Policy Title

JTI Fees and Refunds Policy for Students (Domestic)

Purpose

The purpose of this Policy is to ensure that RTO learners are provided with clear and
information about the terms and conditions for fees and refunds associated with their course
of study

Scope

This policy applies to all Vocational Education and Training (VET) courses delivered by the
Job Training Institute for domestic students.

Policy Statement

This policy should be read in conjunction with the terms and conditions outlined in the Pre
enrolment information, or equivalent. Learners enrolled under a third party also refer to the
terms of the contractual agreement.

All course fees and charges are published in marketing materials.

Terms and conditions for learner fees and refunds are provided to learners before enrolment.
All relevant pre-enrolment and course entry requirements (including course fees) are
provided to prospective learners on websites, brochures, and other relevant documentation
where JTI ensures that the information is factual, accurate, regularly updated, and easily
accessible by potential learners and others.

Course Fees

Course fees include:

e

%

Initial Enrolment fees/Registration Fees (where relevant)

Delivery of the training and assessment required to achieve the enrolled
qualification

Learning materials.

Additional administrational fees

Any other charges relevant to qualification

2

%

2

%

2

%

7
o

Fees Terms and Conditions
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An initial tuition fee (fees for service) /Registration Fee (funded students) which is non-
refundable must be paid no later than 7 calendar days before the course commencement date.
Enrolments are confirmed upon receipt of the enrolment deposit.

All remaining course fees are required to be paid in full and by the individual learner’'s payment
plan

JTl reserves the right to postpone or cancel courses before the commencement of the course
if sufficient course enrolments are not achieved.

JTI reserves the right to move students to another group if JTI has not achieved sufficient
enrollment in the proposed group.

The additional fees are applicable for the additional services, including the issuance of a
replacement qualification, a hard copy of certificate postage, printing services, etc.

Additional fees are applicable for Fee for service students if they are deemed not yet
competent or don’t complete the course within the Course Duration time (As per the training
plan).

Concession fees

A concession fee will be granted to eligible students during registration. The Delegate is
responsible for informing students that they may be eligible for concessions. If applicable the

Delegate must:

a. Obtain a copy of the student’s concession evidence (health care card,
concession card)

b. Clearly state this on the registration form.
All copies of concession evidence will be saved under the student file for future
reference.

Refunds Terms and Conditions

1) Refund requests must be made in writing using the applicable form, using the Request for
Refund form.

2) Refunds will be paid to the individual learner or organization who made the original payment.
Applications for refunds must be made by completing the Refund Application Form.

3) JTI will respond within 28 working days to the Refund form submitted

JTI may review and adjust its policies and procedures during study and these variations will
apply to all JTI students, current and future students.

Refund table:
Description Condition Refund
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Registration fees (Funded  Students withdraw from course Non - refundable
students)
Before the commencement Students withdraw from the course 5 100% tuition fee deposit
of the course (Fee for days before the course commences refund
service students) date
Course commenced (Fee  Students withdraw from the course  50% tuition fee deposit
for service students) within 5 days after the course start  refund

date

After 5 days to the course  Students withdraw after 5 working No — Refund
commencement date days

JTI cancel course In any case, JTl is unable to deliver 100% tuition fee deposit
the course refund

5.4 Fee Protection

Policy Statement

The RTO must be able to demonstrate to the National VET Regulator, on request, that it is
financially viable at all times during the period of its registration.

Financial Management

The JTI is committed to meeting all of the financial requirements of the SRTO’S Standards
and requirements for registration, and will comply with requests and report on financial activity
and status as required within our budgetary constraints. In the Financial Plan the organisation
has provided financial projections for the first two years of each JTI's operation. These have
been prepared and certified by a qualified Accountant (CPA Accountant) to Australian
Accounting Standards.

Information for students

The organisation provides the following information to students in the Student Handbook, and
will provide the same information on the website:

« The total amount of all fees including course fees, administration fees,
materials fees and any other charges — for each qualification

« Payment terms, including the timing and amount of fees to be paid and any
non-refundable deposit/administration fee

% The fees and charges for additional services, including such items as
issuance of a replacement qualification testamur and the options available to
students who are deemed not yet competent on completion of training and
assessment

The organisation describes (in the Student Handbook) the nature of the guarantee given to
students regarding completing the training and/or assessment once the student has
commenced study in their chosen qualification or course
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The organisation has a documented refund policy, which can be sighted in the JTI Student
Information. The intention is to make this available to prospective clients on the JTI website.

Where the organisation collects student fees in advance it will comply with the following option
for collecting student fees paid in advance:

% The JTI will not accept payment of more than $1000 from each individual
student prior to the commencement of the course. Following course
commencement, the JTI 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 costs yet to be incurred on behalf
of the student for tuition or other services yet to be delivered to the student
does not exceed $1,500.

Guarantee to students

The JTI will ensure that students are provided with the necessary resources, guidance and
support to provide a positive learning experience and the best possible chance of completion
of course outcomes in a reasonable timeframe.

Fees Policy

Cost of course and the fee structures are reviewed in response to market feedback,
competitors pricing and the Consumer Price Index.

Information about fees and charges is to be made available to students before course
commencement.

Methods of Payment

The EFT or direct bank deposit is the only acceptable method of payment. The individual JTI's
banking details will be provided on the official enrolment form.

Receipts are issued to the payee to acknowledge payments within 7 days of receipt of payment.
Invoices for tax purposes are available on request and details should be completed on the
enrolment form as directed.

The JTI cannot furnish copies of receipts on request and students are advised to retain any
receipts for their ongoing purposes.

Refunds

JTI has adopted a policy for student refunds that is deemed to be fair and equitable to both
the student and our organisation. This refund policy is advised in writing prior to the student
enrolment. The refund policy has been designed to enable students to seek a refund where
they legitimately believe this to be applicable. The refund policy please see Google drive policy
library.
« Application for refunds need to be emailed to the Accounts Manager
accounts@jti.edu.au or support@jti.edu.au or posted by mail to JTI Level 4
259 Collins Street, Melbourne VIC 3000
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6. Student Support Services

6.1 Academic Support

Academic Support — Provides one-to-one academic support, group sessions, LLN (Language, Literacy,
and Numeracy) and digital literacy assistance, and identifiesand supports students at risk.

Support Area Key Contact Description

Guidance on Study Skills and

Academic Support Trainer/Assessor .
assessment preparation

Monitoring of academic progress

Progress/Intervention = Training Coordinator and support for students at risk

+ Personal and Wellbeing Support — confidential discussion and referrals to external counselling
or health services.

« Accessibility Support — reasonable adjustments and Individual Support Plans for students with
disabilities.

« Community Referrals — guidance on local support agencies.

« Health and Safety Information — contacts for local medical services and emergencyassistance
(000).

« Engagement and Social Programs — workshops and activities to encourage peer connection
and wellbeing.

6.2 Language, Literacy, Numeracy (LLN) Support

At Job Training Institute (JTI), we understand that students come from diverse backgrounds and may
have different levels of language, literacy, and numeracy skills. In line with the ASQA Standards for
RTOs 2025, JTI provides support to help all learners successfully complete their studies and meet
workplace expectations.

Our LLN support services include:

< Initial LLN assessment: Conducted before or at the start of training to identify areas where
students may need extra help.

+ Individual learning support: Tailored assistance for students who need additional guidance
in reading, writing, speaking, listening, or numeracy.

< Flexible delivery and assessment: Trainers adjust learning methods to suit different
learning styles and LLN needs while maintaining course standards.

< Access to study resources: Students can use online materials, reading tools, and practice
activities to strengthen their skills.
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KD

< Referral to external services: When more specialised help is needed, students may be
referred to professional LLN support providers.

Accessing Support:

Students are encouraged to talk with their trainer or the Student Support Team at any time to request LLN
assistance. JT| aims to ensure every learner feels supported and confident in achieving their learning
goals.

6.3 Language, literacy and numeracy assessment

In relation to LLN, the JTI will:

- Assess a student’s language, literacy and numeracy skills during their enrolment to ensure
they have adequate skills to complete the training;

- Support students during their study with training and assessment materials and strategies
that are easily understood and suitable to the level of the workplace skills being delivered;

- Provide clear information to students about the detail of the language, literacy and numeracy
assistance available;

- Refer students to external language, literacy and numeracy support services that are beyond
the support available within the organisation and where this level of support is assessed as

necessary; and

- Negotiate an extension of time to complete training programs if necessary.

- To assist students with other support requirements, the JTI maintains an active list of
agencies that may be a source of assistance.

The JTI adheres to the principles of access and equity to maximise outcomes for its clients.

6.4 Disability Support

At Job Training Institute (JTI), we are committed to providing an inclusive and supportive learning
environment for all students. In accordance with the ASQA Standards for RTOs 2025, JTI ensures that
learners with disabilities or additional needs are given fair and equal opportunities to participate in training
and assessment.

Our Disability Support includes:
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« Individual Support Plans: Developed in consultation with the student to identify reasonable
adjustments that support learning and assessment while maintaining course integrity.

< Accessible Learning Environments: Classrooms, facilities, and learning materials are
designed or adapted to accommodate individual needs where possible.

+ Trainer and Assessor Support: Staff are trained to implement inclusive practices and
provide additional assistance as required.

+ Assistive Resources and Technology: Access to tools and devices that help students
engage effectively with training and assessment activities.

« Referral to External Services: When specialist support is required, JTI can assist students in
connecting with external disability or community services.

« Confidentiality: All personal information related to a student’s disability is treated with
sensitivity and in accordance with privacy laws.

Accessing Support:

Students are encouraged to discuss any support needs during enrolment or at any time during their
course. The Student Support Team will work collaboratively with trainers and assessors to arrange
appropriate adjustments and ongoing assistance.

Commitment to Equity:

JTI continually reviews its support processes to ensure compliance with ASQA standards and the
Disability Discrimination Act 1992, promoting equal access, participation, and success for all learners.

6.5 Wellbeing and Counselling Services

At Job Training Institute (JTI), we care about the health and wellbeing of every student. We understand
that studying can sometimes be stressful, and personal challenges may affect your ability to focus or
perform your best. That's why JTI offers wellbeing and counselling support to help you stay positive and
manage any difficulties that may arise during your course.

Support available:

< Private and confidential counselling: confidential discussion and referrals to external
counselling or health services

% Wellbeing assistance: Guidance for managing stress, anxiety, homesickness, or other
personal concerns.

% Referrals: When specialist help is needed, JTI can connect you with external counselling or
health services.

< Practical advice: Support for maintaining balance between study, work, and personal life.

RTO Number: 122208 CRICOS Number: 03373B Revision date: 05 May 2026
Next Review: 05 May 2027 Email: contact@jti.edu.au Revision: 13.0

© Job Training Institute Website: www.jti.edu.au Page 36 of 57


mailto:contact@jti.edu.au
http://www.jti.edu.au/

H Job Training Institute Pty Ltd
Lifting You to the Next Level!
RTO Number: 122208  CRICOS Number: 033738

< Emergency help: Immediate support or referral in case of a crisis situation.

Accessing support:

Students can contact the Student Support Team or their trainer at any time to arrange counselling or
wellbeing assistance. All information is kept private and treated with respect.

Our goal:

JTI aims to create a caring, inclusive, and safe environment where every student feels supported to
achieve both personal wellbeing and academic success.

Counselling

JTI truly cares for its students and offers the free counselling services to the students who
are facing challenging situations during their study period with JTI.

Student Support assists students to make referrals with the other free counselling
services offered by the local councils and the non-profit organisations like (both male and
female counsellors available if it is required).

* Melbourne counselling services by the Salvation Army

7

« Beyond Blue

7

« Dandenong Community Advisory Bureau or Local Council)

6.6 Digital Literacy Support

Job Training Institute (JTI) is committed to supporting all learners to achieve their training outcomes. In
accordance with the ASQA Standards for RTOs 2025, JTI provides Digital Literacy Support to ensure
students have the skills to access, navigate, and use digital technologies required for their learning and
assessments.

Support services include:

« Initial digital skills assessment: Conducted at enrolment or induction to identify students
needing extra support.

+ Individual or group assistance: Help with using online learning platforms, submitting
assessments, email communication, and other digital tools.

% Workshops and resources: Training sessions, guides, and tutorials to strengthen computer
and internet skills.

«» Ongoing support: Trainers and the Student Support Team provide continuous assistance
throughout the course.
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Accessing support:

Students can contact their trainer or Student Support Team at any time to request assistance with
digital sKkills.

Commitment:

JTI ensures all students have equitable access to digital learning tools to successfully complete their
training, in line with ASQA requirements.

6.7 Additional Learning Support

At Job Training Institute (JTI), we aim to help every student succeed. In line with ASQA Standards for
RTOs 2025, JTI provides extra learning support to ensure all students can complete their courses and
achieve their goals.

Support services include:

« Personalised learning help: Plans tailored to students who need extra guidance to meet
course requirements.

« Language, literacy, and numeracy (LLN) support: Assistance for reading, writing,
numeracy, and communication skills.

« Digital skills support: Help with using online learning tools, submitting assessments, and
accessing resources.

« Disability assistance: Adjustments and resources for students with disabilities or additional
learning needs.

+ Wellbeing and counselling: Support for personal, emotional, or study-related challenges.

«» Extra tutorials or workshops: Sessions to clarify topics or reinforce learning.

Accessing support:

Students can speak with their trainer or the Student Support Team at any time to request assistance.
All support is provided confidentially and designed to meet individual needs.

Our goal:

JTlis committed to giving all students the support they need to succeed, in line with ASQA requirements.
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7. Student Rights & Responsibilities

At Job Training Institute (JTI), we are committed to ensuring a safe, fair, and respectful learning
environment. In line with ASQA Standards for RTOs 2025, all students have rights and responsibilities
to support a positive and productive learning experience

7.1 Your Rights as a Student

« To be treated with respect and without discrimination.

< To receive clear, accurate, and timely information about courses, assessments, fees, and
support services.

% To access learning assistance, counselling, and reasonable adjustments if needed.
« To have personal information kept private and confidential.

« To provide feedback or raise complaints without fear of unfair treatment.

7.2 Your Responsibilities as a Student
< To treat staff, trainers, and fellow students with respect.
« To attend classes, participate actively, and submit assessments on time.
« To follow JTI policies and rules, including those on safety and academic honesty.
«» To communicate promptly about issues affecting learning.

« To use JTI resources responsibly.

7.3 Code of Conduct/Student Code of Practice

As a Registered Training Organisation, Job Training Institute (JTI) is committed to ensuring that it
provides training and assessment that is compliant with VET Quality Framework and all relevant
legislations that will lead to nationally recognised qualifications. All staff recognise the rights of our clients
and students in line with our code of practice.

Please note, it is mandatory that all students read and acknowledge having understood
the code of practice before enrolling to study at Job Training Institute.

The following Code of Practice aims to formalise and assure students of JTI's
commitment in terms of:
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Respecting and protecting their rights

Providing correct information, advice and support

Providing the most suitable course and pathway

Optimising learning outcomes

Promoting principles of access and equity

Regular evaluation of training and assessment delivery

Industry engagement to ensure relevance and national recognition of our
qualifications

Assessing learner’s current skills and needs prior to enrolment

JTI's promise and commitment to you, the student:

K2
0‘0

K2
*

We shall at all times respect and protect your rights. A complaints process is provided as part
of our policies and procedures. Complaints, grievances, appeals and compliment procedures
are provided and explained to the student at enrolment.

We shall be upfront with our students concerning the selection, enrolment and induction
process which include: training locations, skills/knowledge required and training pathways. The
enrolment process involves completion of an enrolment form in which personal and other
relevant information is collected. This information is handled as per our confidentiality and
privacy policy, a copy of which you receive before enrolment. The first class is always the
induction class where the Code of Practice and other vital information about your study at JTI
is discussed plus other business policies and procedures.

Course information is available in the form of factsheets; from staff and JT| website.

We shall publish and avail at all times, fees and charges pertaining to your learning at JTI.
These fees and charges are also indicated on the factsheets, brochures, website and enrolment
form.

To ensure a positive learning environment is maintained, any student who engages in disruptive
behaviour/activities shall be disciplined by being asked to leave the class and building.
Disruptive behaviours include: physical and/or verbal abuse, sexual harassment, continued
absence from class, obscene gestures, continuous interruption of the trainer, disrespect to
fellow students/trainers/staff and smoking in non-smoking areas.

We provide support and assistance for Language, Literacy and Numeracy through extra time
with the trainer.

We provide blended(virtual and face to face ) support and assistance through email, telephone
calls, face to face, online support and staff assistance.

JTI guarantees you as our student that once you have commenced study with us, you will have
the opportunity to complete your study and receive your qualification, if you as a student does
all the work as per your training plan.

We provide support in Recognition of Prior Learning (RPL) if you require this and hold the
necessary skills. More information on RPL assessment is on our website (www.jti.edu.au/rpl/)

JTI conducts pre-course enrolment interviews either on telephone or face-to-face and this
enables our career consultants to give guidance on career options. We shall assess your skills
and needs prior to your enrolment and provide you with accurate and objective feedback.

You will be provided with information on course cancellation and refund policy and procedures
in this booklet.
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< Equal Educational Opportunity exists for all learners and no learner can be hindered from
undertaking any course solely on the basis of their gender, race, ethnicity or religion.

< We shall maintain confidentiality and privacy of your personal information, unless authorised by
law to disclose.

* You will receive services as detailed in your agreement with us.

« Training and assessment will be delivered by qualified trainers & assessors.
«  We shall provide flexible learning and assessment methods.

+ Learner resources shall be updated regularly and in line with industry needs.

« Our marketing activities and information shall be ethical and accurate and in line with the Vet
Quality Framework.

%+ Prior to enrolment the student shall be informed of all costs which can be found in this student
handbook and on the JTI website.

< All JTI students and staff members must comply with JTI Workplace Health and Safety
policies and procedures.

*  We shall provide support for learner’s special needs (language, culture, religion), where
possible, as stipulated in the training plan.

< Your health, safety and general welfare as a student will be our priority.

« JTl reserves the right to change class days at any time during study, but will give at least two
weeks’ notice to students before this happens)

« JTl reserves the right to change trainers at any time during your time of study.

Classroom behaviour

All JTI students are expected to comply with the following rules of behaviour while enrolled at Job
Training Institute:

+» Demonstrate mutual respect for JTI staff, and fellow students;

+« Turn off all mobile and paging devices during class times and examinations

% Not eat or drink in classrooms;

«» Prepare for each class by undertaking the required reading and completing all
necessary tutorial or laboratory work;

< Attend all classes except when prevented by illness or exceptional
circumstances. This is a courtesy to your fellow students, your trainers and in
the best interest of your own academic progress

« Arrive at classes at the scheduled time; arriving late is disrespectful to trainers
and fellow students;

% Participate actively in learning activities;
« Avoid all forms of academic misconduct;

« Provide constructive feedback when evaluating courses and trainers/assessors;

*,

R/
0.0

Refrain from activities that might negatively impact on other members of
the JTI community;

< Not write any part of your assessment/ work placement book in pencil;
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< Be aware of your responsibilities within your courses and program of study;

KD

< Any other rules of classroom behaviour as determined by, and/or negotiated
with, your trainer/assessor;

KD

< Avoid plagiarism, collusion and copying of assessments which will result in
disciplinary action;

7.4 Academic Integrity and Plagiarism

At Job Training Institute (JTI), students are expected to act honestly and responsibly in all aspects of
their learning. This means submitting work that genuinely reflects their own knowledge and skills.
Plagiarism, cheating, or collusion is not allowed.

JTI Commitment: JT| upholds fairness and integrity in all assessments, in line with ASQA standards.

Guidelines for Students:

« Submit your own work: Ensure all assessments are your original effort.

+ Cite sources correctly: Give proper credit for ideas, text, or data from others.

< Group work: Only collaborate when the trainer permits it.

« Consequences: Academic dishonesty may lead to re-submission, assessment failure, or
other disciplinary action according to JTI policies.

Prevention and Student Support

« During Orientation: Students are introduced to JTI's plagiarism policy and the standards
expected in assessment and study.

< On Moodle: Students must complete a plagiarism awareness quiz to confirm their
understanding before submitting assessments. (No students are allowed to start their unit
assessments without the successful completion of the quiz).

« Within Assessments: Trainers explain task expectations, collaboration rules, and permitted
resources before assessment. Each assessment includes a declaration section where
students acknowledge that their work is original and complies with JTI’s plagiarism policy. The
assessment outcome sheets show the trainers' acknowledgement of students’s assessments
are completely genuine and aligned with the policy.

« During judgement validation, the validator ensures the plagiarism check points.

« Early LLN screening and reasonable adjustment processes are available without lowering
competency outcomes.

% Students can seek clarification before submitting work to avoid unintentional breaches.
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<+ Possible Outcomes-

o

O O O O O O

Support Available:

First time or unintentional breach

Education and Resubmission

Moderate Breach

Task marked Not Yet Satisfactory, Resubmission Required
Serious or repeated breach

Task marked Not Yet Satisfactory; Give final warning
Deliberate cheating or falsifying evidence

JTI provides resources, workshops, and guidance on referencing and avoiding plagiarism. Students are
encouraged to seek help if unsure about assessment rules.

7.5 Attendance and Participation Requirements

At Job Training Institute (JTI), attending classes regularly and actively participating is important for
achieving course outcomes. Engagement in learning activities ensures students develop the skills and
knowledge required for competency.

JTI Commitment: JTI supports students to meet attendance and participation expectations while
providing help to achieve successful learning outcomes, in line with ASQA standards.

Student Responsibilities:

« Be present: Attend all scheduled classes and arrive on time.

« Participate fully: Take part in discussions, practical tasks, group work, and online activities.

« Be prepared: Come to class ready to learn and complete activities that support assessments.

< Notify if absent: Inform trainers or the Student Support Team promptly if unable to attend for
valid reasons.

Support Provided:

JTI offers assistance for students facing challenges affecting attendance, including flexible learning
options and make-up sessions where possible.
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8. Work Placement (if applicable)

8.1 Work Placement Requirements

Work placements are a key part of many JTI courses, giving students practical experience and the
opportunity to apply their skills in a real-world environment.

8.2 Workplace Expectations and Conduct

Students are expected to act professionally and responsibly during all work placements or practical
activities. Proper behaviour ensures a safe, respectful, and productive learning environment.

Student Responsibilities:

7
N
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*

Support:

Professionalism: Be punctual, respectful, and responsible.

Follow rules: Comply with the host organisation’s policies, procedures, and safety guidelines.
Confidentiality: Respect the privacy of clients, colleagues, and workplace information.
Communication: Notify supervisors and JT| promptly about absences or issues.

Active participation: Engage fully in tasks, teamwork, and learning activities.

JTI provides guidance and training to help students meet workplace expectations and develop
professional skills.

8.3 Assessment in the Workplacement Student Responsibilities:

Students are required to demonstrate their skills and knowledge during workplace a

JTI Commitment: JTI ensures workplace assessments are fair, transparent, and compliant with ASQA
standards, helping students demonstrate their competency effectively .ssessments in a professional,
safe, and ethical manner.

Responsibilities:

< Be prepared: Understand assessment requirements and bring all necessary materials.

< Demonstrate skills safely: Complete tasks according to workplace and course standards.

< Follow workplace rules: Comply with policies, procedures, and safety requirements.
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< Act honestly: Complete assessments with integrity, avoiding plagiarism, cheating, or collusion.
< Submit evidence: Provide all required documentation, reports, and timesheets on time.

« Communicate promptly: Report any issues affecting assessment performance to the
supervisor and JTI.

Support Provided:

JTI offers guidance, supervision, and resources to help students complete workplace assessments
successfully.

< Complete required hours: Attend all scheduled placement sessions as outlined in the

course.

< Follow workplace guidelines: Comply with the policies, procedures, and safety rules of
the placement organisation.

+ Professional conduct: Show respect, punctuality, and responsibility during placement.

< Assessment completion: Submit all placement-related tasks, reports, and timesheets on
time.

7

« Prompt communication: Notify your placement supervisor and JTI of any issues that may
affect attendance or performance.

8.4 Insurance and Safety

At Job Training Institute (JTI), student safety and well-being are a top priority during both on-campus
and workplace activities. JTI maintains appropriate insurance coverage and enforces safety procedures in
line with legal requirements and ASQA standards.

JTI Commitment:JTI is dedicated to creating a safe learning environment and ensuring all activities are

properly insured, in accordance with ASQA standards.

Student Responsibilities:

« Follow safety guidelines: Adhere to all JTI and workplace safety procedures.

« Report risks: Inform trainers, supervisors, or Student Support immediately about any hazards
or incidents.

« Be responsible: Take care of your own safety and the safety of others.

Insurance Protection:

JTI provides public liability and student accident insurance for all approved activities, ensuring students
are covered while participating in course-related tasks.
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9. Assessment & Completion

9.1 Assessment Policy & Procedure

This policy is available at:
https://jti.edu.au/pdf/JTI Assessment Policy QA.pdf

9.2 Training and Assessment Policy & Procedure

This policy is available at:
https://jti.edu.au/pdf/JTI Training and Assessment Policy Procedure.pdf

9.3 Issuance of AQF Certificate Document

Policy Statement

Certification documentation is issued only for training products within JTI's scope of registration.
Qualifications are issued when a student has been assessed as competent in all required units and
has met all financial obligations.

Statements of Attainment (SoAs) are issued when a student partially completes a course.
Certificates/SoAs are issued within 30 calendar days of the student being deemed competent and
meeting requirements.

Certification documentation complies with AQF Issuance Policy and Schedule 5 of the Standards for
RTOs 2015.

Certification documentation is provided free of charge. A fee applies only for re-issuance.

JTI will not issue qualifications wholly through credit transfer from another provider.

Procedures

1)

Completion: Student completes all assessments; JTI assessor marks all theory/ written
assessment and the practical assessment (incl. portfolio/ workplacement task) of the units as
satisfactory in the Moodle (LMS). Trainer/assessor or the QA team receives the third-party
report/supervisor report signed by the facility supervisor.

2) Verification: Trainer/ Assessor confirms all units as competent and signs course summary
form.

3) Application: Student submits certificate application via JTI website.

4) File Check: QA Officer verifies assessments, placement records, and documentation using
Certificate Issuance Checklist.

5) Processing: QA Officer updates outcomes in VETtrak and ensures the course dates aligns
with the COE course dates in PRISMS (only applicable to Overseas Students) and prepares
certificate templates.

6) Authorisation: QA Team Leader embosses and issues the digital certificates via VETtrak.
CEO or Compliance Manager authorises as signatory.

7) The AQF certificate will be sent to the student via email to both Overseas and Domestic
students
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8) Recording: Certification details are logged in the Qualifications Register and updated in
VETtrak and will be retained in the system for 30 years.
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10. Student Safety & Wellbeing

10.1 Health and Safety Requirements/Student Personal Safety/Emergency

Procedures

It is important to enjoy your city and your campus.

JTI ensures the safety of the students by doing the following:
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For evening classes, there is always an administration person at the reception.
Doors are locked after hours.

There is proper lighting in the buildings.

The lifts have emergency contact numbers in case of failure and

The police stations are within easy reach to each campus. These can be contacted by calling
000.
First Aid Kits are in each campus (please ask our staff if you cannot locate the First Aid sign)

The following tips will assist to protect the student from unsafe situations.

Safety on campus for JTI students include:

7
N

*

Students are to know the layout of JTI’'s campuses including the emergency exits.
Students are to move away from any threatening behaviour where possible.

Students are not to leave valuables such as wallets or mobile phones unattended.
Students are to avoid isolated areas and move around campus with other students where
possible.

Students are to avoid leaving the campus too late.

Students are to contact a staff member immediately if they observe anything suspicious
occurring in or around the campus.

Safety in Work Placement

Students are to make themselves aware of all safety procedures in their work placement,
including evacuation fire warning procedure.

If the location of the work placement is unsafe for the student to travel (far from the car park,
far from public transport), they are to speak to a JT| Work Placement Coordinator so that an
alternative work placement can be arranged.

If students are to perform any task at their workplace that they think will compromise on safety
and health, they are to speak to their Work Placement Supervisor. If this does not resolve the
problem, they are to contact the JTI Work Placement Coordinator.

Safety on transport
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Students are to use a timetable to plan their travel and avoid unnecessary delays.
They are to park their car in busy areas rather than dark quiet spots.

They are to be aware of who is around.

Students are not to respond to aggressive behaviour and avoid eye contact with others.
Students should drive their car with doors locked and windows closed always.

Where possible they are to use public transport (JTI Campuses are located near to public
transport).
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Safety on the street
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Student are to stay alert as awareness is their best defence.

Student are to cross the street if they feel unsafe.

Students are to be confident and aware of their surroundings.

Students are to walk on major roads and paths at night; and not take short cuts through parks.
If approached by a stranger, they should keep a safe distance.

If approached for money, students are to advise they have no cash, avoid eye contact and
move toward other people.

If an individual feels they are being followed, they are to change direction and seek a safe
place.

Students are to keep personal items such as wallets and bags close to their body or out of
sight.

Students are to have keys ready to quickly enter the home or car.

General safety steps to take right now
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Students should take the time to consider where they might be at risk and what steps they
can take to make it safe.

They should program the emergency number 000 into their mobile phone.

They should tell people where they are going and what time they will return.

They should avoid carrying non-essential items such as passport and large amounts of
money.

In case of an emergency at JTI premises, the following is to be done:
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Call 000 and inform of the emergency

If asked to leave the building, students and staff are to follow the instructions of the trainer or
warden giving the instructions

No one should use the lifts if unsafe to do so.

EXIT signs are to be followed.

Assist self-first, and then assist fellow students/staff.

In case anyone has been left in the building, people in charge should be informed.

10.2 Support Services for Wellbeing

Student Wellbeing

Orientation includes information on health, safety, wellbeing, support services, and
emergency contacts.

Student Support Officers (SSOs) available to assist with personal, academic, cultural, and
adjustment needs.

Reasonable adjustments available to support students with disabilities, LLN needs, or medical
conditions without lowering competency outcomes.

Regular communication channels (student surveys, forums, feedback sessions) used to
monitor wellbeing.
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Procedures

< Reporting Concerns: Students report wellbeing or safety issues to trainers, SSOs, or
managers. Complaints may be lodged formally via the Complaints & Appeals Policy.

< Responding to Incidents: Incidents managed under WHS and Critical Incident policies.
Students supported with counselling, adjustments, or referral services.

« Continuous Improvement: Wellbeing and safety data reviewed quarterly by management.
Student feedback incorporated into improvements.
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11. Communication & Feedback

This policy is available at:
https://jti.edu.au/pdf/JT1%20Student Communication Policy GENERAL.pdf

12. Policies & Procedures

Domestic: https://jti.edu.au/policies/domestic

13. ASQA and Regulatory Information

13.1 About ASQA/ASQA Overview

We are the national regulator for vocational education and training (VET).

Our purpose is to ensure quality education and training so that students, industry, governments and the
community can have confidence in the integrity of qualifications issued by training providers.

We are guided by our values of collaboration, consistency, and continuous improvement as we partner
with the broader VET sector to achieve quality outcomes for students.

ASQA Role

We are responsible for regulating approximately 90% of Australian vocational education and training
(VET) providers.

We regulate:

« training providers that deliver VET qualifications and courses to students in Australia or offer
Australian qualifications overseas

providers that deliver VET courses to people who are living in Australia on student visas
certain providers that deliver English Language Intensive Courses for Overseas Students
(ELICOS).

R/
0.0

R/
0.0

We accredit:

« VET courses to ensure they meet nationally approved standards, based on industry,
enterprise, education, legislative and community needs.

We do not regulate:

«» ELICOS courses that are delivered by a school, a higher education provider or as part of a
pathway program for entry into a higher education institution

«» training providers in Victoria and Western Australia that do not offer any online course or
courses for interstate and overseas students.
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In areas where we are not the responsible regulator, we work in partnership with the relevant accountable
agencies, including state regulators in Victoria and Western Australia, and the Tertiary Education Quality
and Standards Agency, to ensure a nationally consistent and quality VET system.

13.2 Standards for RTOs 2025

There are three components of the 2025 Standards for RTOs:

Outcome Standards (legislation): Outcome focused requirements that support the delivery of

nationally consistent and high-quality training that leads to quality outcomes for students,
industry, employers and the Australian community.

Compliance requirements (legislation): Administrative requirements (including the Fit and

Proper Person Requirements and NRT Logo Conditions of UsePolicy) that support integrity in the
VET sector.

Credential Policy (TGA): An enforceable policy that operates alongside the Standards and

outlines the credentials required for delivering training and assessments and undertaking
validation of assessment.

13.3 Student Rights under the Standards

Right to Clear, Accurate & Current Information

KD
0‘0

Students should have access to clear and accurate information about the RTO, the training
products (courses) on offer, delivery mode, location, start dates, and assessment. ASQA+1

They must be informed about all fees, costs, payment terms, refund policies, and any relevant
subsidies. ASQA

They should be told about any support services (training support services, wellbeing support)
before enrolling. ASQA

If anything changes (course structure, cost, delivery), they should be notified as soon as
practicable. ASQA

Right to Suitability Advice

Before enrolling, students should be assessed (or at least have their skills reviewed) to
ensure the course is suitable for them: this includes language, literacy, numeracy, digital
skills, etc. ASQA

Based on that assessment, the RTO must advise whether the course is a good fit. ASQA

If students are not quite ready, the RTO should inform them of alternative courses or
pathways, as well as what support or “reasonable adjustments” are available. ASQA
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Right to Wellbeing Support
«» The RTO should identify the wellbeing needs of its student cohort and have strategies in
place to support those needs. ASQA

+ Students must be informed about what wellbeing services are available, how to access them,
and what external organisations they can reach out to (for example, counseling or mental
health services). ASQA

«» Support strategies should be tailored to student diversity (age, background, location, etc.),
and RTOs should continuously improve these strategies. ASQA

Right to Fair Feedback, Complaints & Appeals

+ Under Quality Area 2 (“VET Student Support”), feedback mechanisms must exist so students
can give feedback or raise complaints. ASQA

% There must also be appeals processes in place for assessment decisions or other decisions

affecting students. (This is implied in ASQA’s practice guides under “feedback, complaints
and appeals.”) ASQA

Right to Diversity & Inclusion
« RTOs must support equitable access — meaning training and support services should be
inclusive of students’ diverse needs. ASQA

+« This could include tailoring support for learners with disabilities or different cultural/language
backgrounds, for example. ASQA

Right to Be Protected & Treated Fairly

« The “VET Student Support” outcome standard explicitly notes that VET students are treated
fairly, properly informed, supported, and protected. ASQA+1

+« This protection includes having transparent policies and making sure students’ interests are
considered (for instance, in third-party delivery or assessment).

13.4 How to Contact ASQA

Contact us online -Help with your enquiry | Australian Skills Quality Authority (ASQA)

Call us on 1300 701 801 (dial +61 3 8613 3910 from outside Australia) between 9am to 5pm (Australian
local time) Monday-Friday.
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TI Job Training Institute Pty Ltd
J Lifting You to the Next Level!

RTO Number: 122208  CRICOS Number: 033738

Call us on 1300 644 844 (dial +61 2 5933 2022 from outside Australia) if you would like to provide a tip-off
concerning fraud or other threats to the integrity of the VET sector between 9am to 5pm (Australian local
time) Monday to Friday.

You can also talk to someone in your language by calling the Translating and Interpreting Service (TIS
National) 131 450 to speak with us.

Postal Address
Australian Skills Quality Authority

GPO Box 9928

BrisASQA has offices in Adelaide, Brisbane, Canberra, Hobart, Melbourne, Perth and Sydney. bane QLD
4001
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14. Contact Information

JTI Head Office Details/Campus Locations/ Key Contact Numbers and Emails

City Campus: Melbourne Head Office (CBD)
Physical address: Level 4, 259 Collins Street, Melbourne VIC 3000

Email address: contact@jti.edu.au

Telephone Number: (03) 9055 5007

Dandenong Campus: Melbourne Office (South-eastern Suburbs)

Physical address: Suite 6/106 Foster Street Dandenong Vic 3175
Email address: contact@jti.edu.au

Telephone Number: (JTI) | (03) 9212 3535

Mobile Number: 0434 378 860

Administrative contacts

Dandenong students:
contact@jti.edu.au

City students:

contact@jti.edu.au

Interstate student contacts: contact@jti.edu.au
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