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Training and Assessment Strategy

Relevant Outcome Standards 1.1,1.2,13,1.4,1.5,1.6,1.7,1.8, 2.1, 2.3, 2.5, 3.2, 3.3
Standards Compliance Standards for RTOs Clauses 7.1a-d, 7.2a-d, 7.3a-b, 17.2a-b, 20a-b
Purpose

This policy and procedure address the development of training and assessment strategies and
practices for each training product being delivered.

Training and Assessment Strategies and Practice

TAS policy and procedure

Policy

Each training
product on the
scope of
registration
will always
have current
and accurate
training and
assessment
strategies and
practices that
provide the
macro-level
requirements.

Training and
assessment
strategies and
practices will
always be
developed
through
industry
engagement;
and may only
be
implemented
after approval
by the CEO.

The
Compliance
Officer will
submit a draft
training and
assessment
strategy to the
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Program
overview

Sections 1 and
2 provide
details of the
program
overview and
requirements.

Information in
Sections 1,2,3
is provided to
schools and
students prior
to enrolmentvia
the Course
Flyers and the
Vet Student
Handbook at
meetings and
interviews

Training and
assessment

Section 6
outlines the
proposed
learning and
assessment
program.

All assessment
is developed in
accordance
with the
assessment
system.

Training and
assessors

Section 5
shows how
each individual
trainer, and
assessor
meets the
mandatory
requirements.

Trainers and
assessors are
appointedin
accordance
with the Trainer
and Assessor
policies and
procedures.

Industry
engagement

Section 8
records
mandatory
industry
engagement.

Industry
engagement is
conducted in
accordance
with the
industry
engagement
policy and
procedure.

Itincludes brief
summaries of
recommendati
ons

Validation

Section 6
identifies all
assessment
tools used.

Validation is
systematically
conducted in
accordance
with the
Validation
policy and
procedures.

Documents
record all
validation
activity,
including when
and how
outcomes will
be actioned.

Monitoring

The training
and
assessment
strategy is a
dynamic
document. It
is informed
by ongoing
evaluation,
including the
evaluation of
quality
indicators,
industry, staff
and student
feedback.

TAS
documents
will be
updated
whenever a
process or
practice
changes.

Changes are
recorded in
the
Document
Control
Register
identifying
the date and
version
number.




TAS policy and procedure

Policy Program Training and Training and Industry Validation Monitoring
overview assessment assessors engagement

CEO with

Sections 1, 2,

3,4 (core

units), 5 (part),
completed for
every
application to
add a new
training
product to
scope.

TAS development

Development and maintenance
e The current approved TAS template has been used.

e For a new TAS, when submitted with an application to add to scope, Sections 1, 2, 3, and 4 are completed.

e Details in Sections 1, 2, 3 and 4 of the TAS meet the current training package rules of the qualification and units of
competency, including prerequisites, as confirmed through training.gov.au

e Units of competency have been checked against the current scope of registration.

e Administration have been advised of the correct units for student enrolment and any credit transfer or flexibility
arrangements.

e Information in Sections 1-3 matches mandatory information made available to schools, students and
parents/guardians prior to enrolment.

e Section 1is completed in accordance with the Assessment policy and procedure. Any work placement or
experience arrangements are in writing, and schools, students and parents/guardians have been advised prior to
commencement.

e Section 1 of the TAS details the current training package resource requirements of the qualification and units of
competency as confirmed through training.gov.au. Evidence supporting access to all required resources has been

recorded.

e Section 3is completed in accordance with the Assessment policy and procedure. The learning program,
assessment activities, evidence-gathering tools and relevant units of competency are clearly identified.

e A mapping tool has been completed that supports the validity and sufficiency of the Section 3 proposed learning
program.

e Section 4 is completed in accordance with the Trainer and assessor policy and procedure. Any unit of competency
trainer- and assessor-specific requirements have been identified and suitability evidence recorded.

V1.0 July 2025 2



¢ Industry engagement is conducted in accordance with policy and procedures. Verified details of industry
representatives are recorded.

Approval

The CEO has notified the Compliance Officer of approval
Improvement and maintenance

e Conduct student survey/interview at the conclusion of each training program.

Conduct trainer and assessor survey/interview at the conclusion of each training program.

Evaluate quality indicator data and evaluate training and assessment practices.

e Communicate required improvements, strengths and weaknesses to the Compliance Officer and stakeholders

e Recommendations resulting from this process are discussed with trainers and assessors, and the TAS document is
amended.
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Industry Engagement

Relevant Outcome Standards for RTOs, Standard 1.2, 1.3, 1.5 (exceptd), 1.8, 3.3
Standards Compliance Standards for RTOs Clauses 20a-b
Purpose

This policy and procedure ensure the industry relevance of:

(
(
(
(

d) Resources

Industry Engagement

Industry engagement policy and procedure

Policy

Golf Education ensures that
all training and assessment
delivered to its students
reflects current industry
practices.

A clearly defined industry
engagement process that
includes all the
Requirements of
engagement outlined in the
table below is implemented
whenever:

e proposing to add a new
training product to scope

e substantially
redeveloping a TAS

e atraining productis
being superseded by a
non-equivalent training
product.
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Engagement

The CEO allocates sufficient
time for delegated officers
to engage with industry,
employer and/or community
representatives to seek and
apply meaningful advice
and feedback when
developing a TAS.

The industry, employer
and/or community
representatives selected
have current industry
experience relevant to the
training product being
delivered

The CEO and/or Program
Coordinator identifies
relevant industry, employer
and/or community
representatives and
engages with
representatives through
online conference or face-
to-face communication.

Verifiable record
Each TAS must have:

o Verifiable records
identifying the
representatives and
engagement dates

o Officers’ summaries of
representatives’
comments and
recommendations

Each industry endorsed
TAS is reviewed and
approved by the CEO

Each approved TAS is filed
by the Compliance Officer

a) Golf Education Australia training and assessment strategies and practices
b) Assessment practices
c) Trainers and assessors, and

Outcome

Verify the relevance of
the engagement process
by providing:

e asummary of actions
that were or will be
taken to use the
advice and feedback
to inform changes to
training and
assessment

e the date actions were
finalised.




Requirements of engagement

Training and assessment
strategies

The proposed TAS is suitable
for students and identifies:

e time allocated to delivery
of a training product

e work experience where
applicable

e appropriateness of the
clustering of units
selected to reflect the
needs or trends within
industry where applicable.

Record of engagement

Assessment practices

Assessment activities are
appropriate for gaining
competence in current
industry skills and
knowledge.

Evidence-gathering
techniques are appropriate
for assessment and
conditions that reflect
current industry practices.

For each training product on scope:

e the training product has a current TAS

e the current TAS template has been used

Trainers and assessors

Industry skills and
experience are current and
relevant to the units being
delivered.

e an officer has been allocated time to engage with industry, employer and/or community

Resources

Resources are sufficient
for the number of
students.

Resources are industry
standard and current.

The environment being
used reflects current
industry practice.

e the industry, employer and/or community representatives selected have current industry experience relevant to the
training product being delivered

e a summary of the industry, employer and/or community representative’s advice and feedback is recorded:

- details about how the advice and feedback is used to inform changes to training and assessment practices

- reasons for the decision where advice and feedback have not been actioned
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Assessment System

Relevant Outcome Standards for RTOs, Standard 1.3, 1.4, 1.5, 1.6
Standards Compliance Standards for RTOs Clauses 10c, 20a-b
Purpose

This policy and procedure ensure that:

e Golf Education Australia develops assessment tools, conducts assessment and gathers
assessment evidence in accordance with the principles of assessment and rules of

evidence

o Allassessment meets the requirements of the relevant training product

e Allassessment meets the Standards’ requirements for systematic monitoring
o Allassessment has been listed in the relevant training and assessment strategy (TAS)

document

Assessment

Assessment policy and procedure

Policy Assessment tools Judgments and Continuous Appeals
outcomes improvement

The assessment Assessment will be Assessment Assessment tools Students will be
systemwill ensure all | conducted using judgments will be willinclude informed of their right
assessment — tools that have been: based on decision- provision for to appeal assessment
including recognition e approved by the making rules that feedback from decisionsin
of prior learning (RPL) delegated officer are clearly identified | students. accordance with the
— isfit-for-purpose, in evidence- complaints and

puTh e mapped to the Assessment tool P

adheres to the
Principles of
Assessment and the
Rules of Evidence,
meets all current
training product
requirements and is
monitored for
compliance.

Every training product
on scope will have a
current and complete
TAS.
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requirements of
the units of
competency

e recordedinthe
TAS document

e reviewed prior to
use and changed
as necessatry.

Assessment tools are
retained and
systematically
validated.

Assessments are
based on clearly
explained
assessment
activities.

Evidence-gathering
tools will be based on

gathering tools.
Interim and final
judgments must be
recorded on
assessment tools
and student
profiles.

Any assessment
decisions are
justified, based on
the evidence of
performance of the
individual learner
where assessment
of knowledge and
skills is integrated
with their practical
application.

development
responds to
feedback from
assessors, industry,
employer and/or
community
representatives and
validators.

Assessment tool
review outcomes
and actions are
outlined and
recorded in the
Continuous
Improvement
Register.

Outcomes from
systematic
monitoring of
assessment

appeals policy and
procedure.




Assessment policy and procedure

Policy

Assessment tools

Judgments and
outcomes

Continuous

Appeals

improvement

clearly defined
techniques applied
during assessment
activities.

Recognition of prior learning policy and procedure

practices are used
to guide continuous
improvement.

Policy

Students will be
provided with the RPL
policy prior to
enrolment. They are
made aware of the RPL

Assessment tools

Students will be
provided with the RPL
candidate information
form.

Students will need to

candidate information
form.

complete the form and

provide sufficient

As part of their student
induction, the process
and types of evidence
that can be used to
support RPL
applications is provided
to them.

RPL applications must
be submitted to the
Trainer/Assessor of the
qualification in the first
instance.

Conditions of assessment

Assessors

documented evidence to
support their claim for
RPL, for example:

resume
certificates
photos

references from
supervisors

performance reviews
or job descriptions

Retention of student
work and
assessment tools

Judgements and
outcomes

The Trainer/ Assessor will
review the evidence
provided by the student
and conduct an RPL
interview (competency
conversation) to verify:

e currency
e sufficiency

e authenticity of stated
knowledge and skills

RPL outcomes will be
recorded in writing in the
RPL register and the
student will be notified
whether the evidence is
suitable for RPL.

Alignment with the
Principles of
Assessment and Rules
of Evidence

Alternative methods

The Trainer/ Assessor handling
the RPL Application will develop
and assess any alternative
methods of assessment
required as a result of the RPL
application.

The student may be asked to
complete practical
demonstrations of their skills to
support their application for
RPL.

Assessment methods should
be fair and flexible and
reflective of assessment tasks
delivered as part of the training
and assessment strategy.

Development of
assessment tools

Before they provide training
and assessment services to
students, assessors must
have:

e arelevanttraining and
assessment credential

e industry competencies,
skills and knowledge for
each unit being delivered
and assessed
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All student
assessment evidence
used to make
judgments will be
securely retained for
two years after the
student’s completion
of the training
product.

Assessment is
conducted in a way that
is consistent with the

principles of assessment:

e fairness
o flexibility
o validity
o reliability.

Development of assessment
tools will be guided by
engagement with relevant
industry, employer and/or
community representatives
to establish the relevance of
assessment strategies and
activities, suitability of
trainers and assessors, and



Conditions of assessment

Assessors

Retention of student
work and
assessment tools

Alignment with the
Principles of
Assessment and Rules
of Evidence

Development of
assessment tools

e maintained current

industry practices relevant
to the units being
delivered and assessed

current knowledge in
competency-based
training and assessment
practice

professional development
to maintain current skills
and knowledge in training
and assessment.
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As a minimum, all
assessment toolsin
current use will be
retained until after the
next renewal of
registration
performance
assessment review.

All assessment tools
will be retained and
managed by the CEO
and the delegated
officer.

Assessors make
assessment judgments
based on the rules of
evidence:

o validity
e sufficiency
e authenticity

e currency.

Assessment is reviewed
for consistency with the
Principles of Assessment
and Rules of Evidence
prior to use and changed
as necessary.

Systematic validation will
be used to confirm the
reliability of the
assessment decision-
making process and the
validity of interim and
final judgments of
competency.

Validation of assessment
tools will compare all the
features of assessment
tools with requirements
of the Principles of
Assessment and Rules of
Evidence.

that resources meet industry
standards.

Well-defined assessment
tool development processes
will be used. The processes
will ensure:

e assessment activities are
clearly defined and
include sufficient
instructions to students
and assessors. Activities
will integrate knowledge
and skills with their
practical application

e evidence is gathered
using techniques
appropriate to the unit of
competency and the
assessment activity.
Techniques may include
observation, questioning,
portfolio review and third-
party reports

e evidence-gathering tools
will include sufficient
instructions to the
assessor, and contain
lists of unambiguous
decision-making rules
appropriate to the
technique selected

e assessment activities
and evidence-gathering
tools will be mapped to
the requirements of the
units of competency,
including any specialised
unit of competency
assessment or frequency
requirements and, where
required, specified
Foundation Skills.



Principles of Assessment and the Rules of Evidence

These Principles of Assessment and Rules of Evidence are used when developing and validating competency-
based assessment tools.

Validity in
principle and by
rule

Reliability

Fairness

Flexibility

Sufficiency

Authenticity

Currency
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Rules of Evidence

e Assessment tool decision-making rules are mapped to the performance criteria (and
Foundation Skills when not implicit) and assessment requirements of the units of
competency.

Principles of Assessment
o Assessment tools gather evidence of skills and knowledge through integration with their
practical application.

o Assessment tools clearly describe and comprehensively explain how the
project/activity/task is to be undertaken by the student and managed by the assessor.

e The assessment project/activity/tasks require competent performance across a range of
situations.

e The assessment tools provide sufficient instructions to the assessor on how to manage the
project/activity/task assessment requirements.

e Decision-making rules used when gathering evidence are unambiguous and not open to
interpretation.

e The project/activity/task documents provide sufficient instruction and guidance to the
student and assessor.

e Areview of student work indicates consistency of assessment judgment outcomes.

e The assessment tools provide clear information for the student on the project/activity/tasks
to be undertaken and how evidence will be gathered.

o Asimple explanation of provision for reasonable adjustments is included.

e The assessment tools include advice to the student on how to provide additional evidence to
address performance and knowledge gaps.

e Provision for assessor feedback is included in the assessment tools. This includes provision
to identify student performance and knowledge gaps and how to address them.

e The assessment tool provides advice to students on how to appeal decisions through direct
feedback to the assessor.

e Arange of projects/activities/tasks is used and identified in the relevant mapping tools and
TAS documents.

o Context of projects/activities/tasks is relevant to the requirements of units of competency.

e RPL is offered to students, and any appropriate credit is taken into account. This is stated in
the relevant TAS documents.

e The mappingtoolis used to confirm that sufficient assessment tools are being used to
gather evidence to enable a judgment to be made on student competency.

e Only evidence relevant to assessment is gathered.

e The quality of decision-making rules is confirmed by mapping to units’ requirements.

Provision is made on the assessment tools to:

o identify the student and assessor
e confirm that the evidence is authentically the student’s work.
e Date ranges are included on assessment tools to identify when the projects/activities/tasks

were undertaken by the student as well as date ranges to confirm when evidence was
gathered by the assessor.

e Evidence is from the present or very recent past.



Validation

Relevant Outcome Standards for RTOs, Standard 1.3, 1.4, 1.5
Standards Credential Policy Section 3A
Purpose

This policy and procedure ensures Golf Education Australia has:

(a) Afive-year validation plan of assessment practices and judgements for each training

product on scope of registration

(b) Conducted validation as per the five-year plan
(c) Recorded all outcomes and how they will be acted on, and

(d) Used outcomes to inform training and assessment strategies and practices

Validation

Validation policy and procedure

Policy Five-year validation

plan

Assessment practices
and judgments for
each training product
on scope of
registration are
validated regularly and
at least every five years
as per an approved
five-year validation °
plan by a qualified
validator or team.

The five-year validation
plan will state:

e date planned for
validation

training product
code and title

associated risk

e how the outcomes
of these activities
will be
documented and
acted upon

e theorder
programs are
validated
(determined
through a risk-
based approach).
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Qualified
validation team

Appoint a
validator or
validation team of
one or more
persons who
collectively meet
the requirements
of a trainer/
assessor for the
relevant training
product.

Records

e The intended plan
and validation
process/activities

are recorded in the

five-year plan.

e Validation
outcomes and
actions are
outlined and
recorded

Sample size

Arisk-based
approach is used to
determine the
component of the
training product to
be validated and the
sample size of
assessments.
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Requirements of validation

Plan Validation approach Validator/team requirements Statistically valid

e The current five- e Validationis The validator or validation team must A statistically valid

year validation
planis updated
when training
products are
removed or added
to the scope of
registration and
when a validation
activity is
conducted.
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undertaken by
either one person
or by a validation
team.

The trainer and
assessor who
delivered/assessed
the training product
being validated
cannot:

- be the lead
validatorin the
assessment
team

- be solely
responsible for
determining the
outcomes of
validation.

collectively have:

e industry competencies, skills and
knowledge relevant to the training
product

e apractical understanding of current
industry practices relevant to the
training product

e one of the credentials for validation
specified in Section 3A Credential
Policy.

Validation may be undertaken by persons
involved in the delivery and assessment of
the training product being validated
provided they are not solely responsible
for determining the outcomes of
validation.

sample size of
assessmenttools is
randomly selected
from the TAS for
validation and is
large enough to be a
representative of all
assessment tools.
This may mean
validating tools that
contribute to
making final
outcome decisions
for two or more
units.
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Marketing

Relevant Outcome Standards for RTOs, Standard 2.1, 2.2
Standards Compliance Standards for RTOs Clauses 7.1a-d, 7.2a-d, 8a-c, Schedule 2
Purpose

This policy and procedure addresses the:

(
(
(
(

Marketing

Marketing policy and procedure

Policy

Golf Education ensures
that the marketing and
advertising of its
services and training
products to prospective
and current students are
transparent, accurate
and accessible,
regardless of the way
this information is
distributed.

The information provided
must be relevant to the
students’ needs, and
allow students, parents
and carers to make
informed decisions
about their training and
assessment needs.

V1.0 July 2025

Transparent

We will only
advertise training
products that are
listed on our
current scope of
registration and
that are consistent
with the transition
timelines.

Accurate

Golf Education will
provide current
and accurate
details regarding
training products
offered, avoiding
misleading or
ambiguous
statements.

The CEO approves
all marketing
materials prior to
them being made
public.

Marketing material
does not
guarantee:

e successful
completion

e completionina
manner
consistent with
requirements of
the Standards

e particular
employment
outcomes.

a) Minimum of information that must be provided to students
b) Accuracy of information
c) Use of logo, and

d) Approval procedures

Accessible

Golf Education will

ensure the
information is
readily available to
prospective and
current students,
parents and carers
using electronic
and/or print
means, such as:

e it’s website
e social media

e course
information
flyers

Relevant

Golf Education will
ensure that the
information
provided is
sufficient to enable
students to
determine if the
training product or
service is relevant
to meeting their
needs.
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Mandatory requirements for
marketing materials

All marketing material must:

e identify the RTO code and the
code and title for each
relevant training product, as
published on the National

Register

e be consistent with the
information contained in the
TAS for each training product

e contain the following details

- the training product code
and title

- location

- duration

- commencement dates
- scheduling

- licensing or occupational
licence requirements (if
applicable)

- third-party arrangements (if

applicable)

- entry or completion

requirements, including any

assessment requirements
- fee information

- pathways.

V1.0 July 2025

NRT logo

If marketing material contains the
Nationally Recognised Training
(NRT) logo, its use will be in
accordance with conditions of
use as specified in Schedule 2 of
Compliance Requirements of the
Standards.

Approval

All marketing of training products
is coordinated by the CEO.

The CEO gives final approval to all
VET marketing and advertising
material.

13
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Student Information

Relevant Outcome Standards for RTOs, Standard 1.6, 1.7, 2.1,2.2,2.3,2.4,2.5, 2.6
Standards Compliance Standards for RTOs Clauses 7.1a-d, 7.2a-d, 7.3a-b, 8a-c, 20a-b
Purpose

This policy and procedure addresses:

O T

credit transfer
reasonable adjustments

e

AAAAAAA
= o
= =

©

Student Information

accessibility of information, and
related policies and procedures

Student information policy and procedure

Policy

Prospective students are
adequately informed about the
services they are to receive, their
rights and obligations, and Golf
Education’s responsibilities prior
to enrolment or on
commencement of training.

Provision of information enables
students to make informed
decisions about the
appropriateness of the training,
taking into account their existing
skills and competencies.

Students will have access to the
RTO Policies and Procedures
Manual and VET Student
Handbook via the website
https://collegeofsport.edu.au/abo
ut-us/ and at induction by request
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Publicly accessible information

Golf Education will:

e provide current and accurate
information to prospective
students about the VET
training product it offers,
outlining details of the training
and assessment as outlined in
the relevant TAS

e ensure that student
information is easily
accessible using one or more
sources (either electronically
orin print), for example

- website
- student handbook
- enrolment form

- induction information.

a) the minimum information requirements provided to students
obligations of Golf Education Australia
rights and responsibilities of the student

Obligations
Golf Education will commit to:

e training and assessment as outlined
in the relevant TAS

e informing students of any changes
to agreed services

e secure retention of personal
information and records for
verification and reporting reasons.

The student will commit to:

e providing any materials and
equipment requested by Golf
Education

e abiding by any specified
requirements to enter and
successfully complete their chosen
training product

e payment of fees (if applicable).

14
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Student information policy and procedure

Minimum requirements

The VET Student Handbook outlines the

following information:

e VQF reference, policy statement
and responsibilities

e The VET Quality Framework (VQF)

e  Student selection and enrolment
procedures

e Course information, including
content and vocation outcomes

e Feesand charges, including refund
policy and exemptions (where
applicable)

e  Provision for language, literacy, and
numeracy assistance

e  Student support, welfare and
guidance services

e Flexible learning and assessment
procedures

e RTO complaints and appeals
procedure

e Disciplinary procedures

e  Staff responsibilities for access and
equity

e Recognition of prior learning (RPL)

e  Credit transfer —recognition of AQF
qualifications and statements
issued by other RTOs

e Significant Legislation
e Accesstorecords

e Course outlines and pathways

Credit transfer policy and procedure
Policy

Golf Education will recognise all
qualifications issued by any other RTO.

Golf Education will seek verification of
the certifications from the relevant RTO
where originals cannot be sighted,
Verification can be made by:
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Suitability

Golf Education will ensure the

suitability of the training product/s

for students, taking into account
their skills and competencies,
through any of the following:

e interview with the student
e school planning process
e enrolment process

e subject selection interviews

Recognition of qualifications

e |nthe first VET class of the year

or the first class for new
students, as part of the VET
student induction process, the
trainer should make students
aware that any existing
qualifications they possess will
be recognised. Trainers and
assessors will remind students

Related policies and procedures

The following policies and
procedures must be read in
conjunction with this document:

e Marketing

e Complaints and appeals

e Data management and USI
e Third-party arrangements

e Training and assessment
strategy

e AQF issuance and
replacement.

Internal recognition

Golf Education will complete a
mapping exercise to identify
common units of competency
across qualifications on the
scope of registration

At the beginning of each year,
students are identified who are
doing courses where there are

15



Credit transfer policy and procedure
Policy

e Viewing the USI transcript directly on
the USI portal (not a downloaded

copy)

e Accepting a certified copy of the
credential. Certification will only be
accepted if made by a duly
authorised person such as a Justice
of the Peace or Commissioner for
Taking Affidavits

e Contacting the issuing RTO in writing
and requesting confirmation

Recognition of qualifications

of this policy at the beginning of
each new term

If a student presents a
qualification to the trainer, the
trainer will take a copy and
bring it to the attention of the
VET Administration Officer

The Chief Executive Officer,
with the assistance of the VET
Administration Officer, will
verify the authenticity of the
qualification via a method
prescribed in this policy
document

The verified copy of the
qualification will be entered
into the data system, and will
then place the copy in the
student file

The VET Administration Officer
will advise the Trainer that the
student has been given
exemption for the units of
competency identified in the
qualification and will update
the student’s records
accordingly. The Trainer will
advise the student

Internal recognition

common units of competency,
or have progressed from one
certificate to another, e.g.
Certificate Il to Certificate lll

The Chief Executive Officer and
the Trainer and Assessor meet
to establish the processes for
delivery and ensuring accurate
data

The information is entered into
the system using the “credit
transfer” option in all instances
where the student has already
gained the unit of competency
(i.e. the student may only once
be deemed as competent)

Credit transfer guidelines

e Students are encouraged and advised to apply before commencing their course

e Students do notincur any fees or costs for credit

e Creditwill only be awarded for whole units of competence

e  Where partial credit may exist for a unit of competency, the student will be advised and encouraged to apply

for RPL

e  Students are notified in writing of the outcome of their application
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Reasonable adjustment policy and procedure

Policy

At enrolment or prior to the
commencement of training, students
will be advised regarding reasonable
adjustment options to accommodate
their learning needs. Students will be
debriefed by the Trainer/Assessor about
training and assessment requirements
so that the student can decide whether
she/he needs adjustments to participate
in training and assessment on the same
basis as students without a disability.

Students can declare a disability:

e  During enrolment
e During the course

If a student has declared a disability, the
student should be approachedin a
sensitive and confidential manner and
asked whether they may require any
adjustments to training and/or
assessment being delivered
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Consultation

Before making an adjustment for
the student, the Chief Executive
Officer will consult with the
student or their advocate of the
student about:

o Whether the adjustment is
reasonable

e The extentto which the
adjustment would achieve the
following aims:

o The student will be able to
participate in the courses or
programs provided and use
the facilities and services
provided, on the same basis
as a student without a
disability

o The student will be able to
participate in the learning
experience of the course or
program on the same basis
as a student without a
disability

o The student will be able to
access support services on
the same basis as a student
without a disability

o The student will be able to
participate in the activities
in which he or she is
enrolled

e  Where there is any other
reasonable adjustment that
would be less disruptive or
intrusive and no less
beneficial to the student

Outcome

The Chief Executive Officer will
make decisions about
reasonable adjustment for a
student, they will:

e Access whether there is any
reasonable adjustment that
would be less disruptive or
intrusive and no less beneficial
to the student

Assess whether the adjustment
may need to be changed over
the period of the student’s
education or training

Reasonable adjustments in
assessment

Reasonable adjustments to
assessment methodology and
processes should
accommodate students’ needs
and enable them to
demonstrate their
competencies

When making reasonable
adjustments, assessors need
to focus on validity and fairness
of assessment. Adjustments
that fall short of these
requirements are not allowed.
Such adjustments not only
unfairly advantage the student
with a disability, but also
disadvantage all students by
invalidating the award being
conferred

The rigour of the assessment
process is not compromised,
for example, if there is a
requirement to complete
documentation in a unit of
competency, oral assessment
would not be appropriate

e Any adjustment is to be made
within a reasonable time.
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Reasonable adjustment policy and procedure

Policy Consultation

Student support services policy and procedure
Minimum requirements Chief Executive Officer

To maximise the chance of learners The Chief Executive Officer will:
successfully completing their training,

Golf Education will: e Ensure that potential course

participants are aware of the

e |dentify and support individual recommended level of LLND
learners’ needs prior to their required to undertake the
enrolment or commencement various courses

e Provide access to that support * Promote support services to

throughout their training course participants

This may include providing: e Ensure staff can identify course
participants with a range of

e Language, literacy, numeracy and support needs and learning

digital literacy (LLND) support barriers and can implement

strategies to assist

Assistive technology

e Work with course participants
Additional tutorials with identified disabilities to
make reasonable adjustments
to the assessment process to

Coaching and mentoring

ensure no learneris

Other mechanisms .
disadvantaged about the

assessment process

e Ensure coaching and mentoring
is provided as needed to assist
learners to manage their time
well and establish and maintain
a suitable study plan

o Make referrals to external
specialist support where
needed
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Outcome

Whether the time is reasonable
depends on whether and when
the student or his or her
associate has provided any
relevant information or opinion

The Trainer/Assessor will record
adjustments on the Assessment
Instrument which is to be filed
with the student assessment.

Trainers/Assessors
Trainers/Assessors will:

e Provide regular guidance,
support, direction and monitor
the training while incorporating
individual support including but
not limited to Study skills and
LLND development

Encourage students to
approach their teacher or the
Learning Support Staff of their
school for additional support if
required

Make external referrals where
specialist support is required
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Fees procedure

Student fees are only collected for
consumable or other additional
services. Any charges that do occur are
additional services will be made known
to students prior to enrolment.

Students who enrol past the

commencement of the calendar year
will be charged student fees at a pro-
rate basis for the duration of the year.

Students who leave a VET course before
completion may be able to claim a
refund or part of the student fees.

In the event of losing the specialist
trainer, the RTO being unable to obtain a
suitable replacement, Golf Education
will, if possible arrange for agreed
training and assessment to be
completed through another RTO (fees
may be incurred). Prior to the transfer to
another RTO, affected students will be
formally notified of the arrangements,
and an agreement to those
arrangement, including any refund of
fees will be obtained. If transfer is not
possible, the RTO will gain a written
agreement for a subject/course transfer
from the student and parent/carer.
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Refund conditions

If a course is cancelled by
Golf Education: Full refund
will be granted for any
material fees paid by the
student, less any costs
incurred by Australian College
of Sport

If a student withdraws from a
course prior to
commencement: Full refund
will be granted for any
materials fees paid by the
student, less any costs
incurred by Golf Education

If a student withdraws from a
course within the first four (4)
weeks of the course
commencing: A 50% refund
will be granted for any tuition
and materials fees paid, less
any costs incurred by Golf
Education

If a student withdraws after

four (4) weeks from the date
of course commencement:

No refund will be given

Refund process

Students are to contact the
Program Coordinator to advise of
withdrawal.

The refund amount will be
calculated and Golf Education
will advise the student via email
and then process the credit to
their nominated bank account.
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Third Party Arrangements

Relevant Outcome Standards for RTOs, Standard 2.1
Standards Compliance Standards for RTOs Clauses 17.1a-c, di-iii, e-i-v, 17.2a-b, 20a-b
Purpose

This policy and procedure provides advice on:

(a) Preparing written arrangements
(b) Providing information needed by trainers, assessors and students on third party service
arrangements
(c) Notifying Schools
(d) Monitoring procedures to ensure services meet the terms of the agreement

Third Party Arrangements (TPASs)

Third-party arrangement policy and procedure

Policy

Golf Education will
ensure that when

services are provided on

its behalf by a third
party:

e a written agreement

isin place that
defines the

Agreement

A written agreement
outlining the obligations

of all parties must be in

place when Golf
Education engages
another party to provide

one or more of the

following services:

obligations of all °
parties under the

arrangement

e each written
agreementis
systematically
monitored.
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marketing
recruitment
resources
training
assessment

educational and
support services.

Notification

Golf Education will notify
students and provide them
with information on how the
TPA affects them:

e before enrolment

e when a change to agreed
services occurs.

Golf Education will notify

individual schools with advice

of a TPA:
e commencing
e substantially changing

e ceasing.

Trainers and assessors will be

provided with an up-to-date
TAS.

Monitoring

Over the life of the
agreement, the CEO
regularly monitors,
evaluates and reviews
TPA services under
Section 3.
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Requirements of TPAs
Student advice
Golf Education will:

e provide current and accurate
information on any TPA that
affects the studentin print or
through referral to an
electronic copy

e advise a student of any
substantial change to the
agreement as soon as
practicable.
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Information

The minimum information an
agreement must contain is:

e name and contact details of the
parties

e the start and end date of the
agreement

e details of the training, assessment
or related educational and support
services to be provided to students
on the College’s behalf

e identification of the training
product by full code and title.

Advice

Within 30 days of a notifiable
event, notify individual schools.

Information provided will include
a detailed description of the
arrangement and identification of
the training product involved by
full code/s and title.
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Trainers and Assessors

Relevant Outcome Standards for RTOs, Standard 3.1, 3.2, 3.3, 4.2, 4.3
Standards Credential Policy for RTOs Sections 1A, 1B, 1C, 1D, 1E
Purpose

Section 1 of this policy and procedure addresses the need for trainers and assessors to meet:

_— o~ o~ —~

a) Training and assessment credentials
b) Industry competencies, skills and knowledge
c) Industry currency, and
d) Professional development in training and assessment

Policy and Procedure

Trainer and assessor

Policy

Commencement of training

and assessment only
occurs when all relevant

trainers and assessors have

provided documented and
verifiable records
supporting the
requirements for:

e training and
assessment
credentials

e industry
competencies,
knowledge and skills

e current industry skills

e professional
developmentin
training and
assessment

The trainer and assessor
must maintain currency
once delivery has
commenced
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Training and
assessment
credentials

Trainers and assessors
must hold one of the
following:

e TAE40122 Certificate
IVin Training and
Assessment or its
successor or

e TAE40116 or
e TAE40110 or

e asecondary teaching
qualification and one
of the following
credentials

- TAESS00011
Assessor Skill Set, or

- TAESS00019
Assessor Skill Set or
its successor, or

- TAESS00024 VET
Delivered to School
Students Teacher
Enhancement Skill
Set orits successor,
or

- adiploma or higher
level qualification in

Industry
competency,
knowledge and
skills

Trainers and
assessors must
have industry
competencies,
skills and

knowledge relevant

to, and at least to

the level to the level

of, the training
product being
delivered and

assessed.

Competency can be

demonstrated
through either
tertiary or industry
credentials or
through relevant
industry
employmentora

combination of the

above.

Industry
currency

Trainers and
assessors must
maintain an
understanding of
current industry
practices.

The current
industry skills of
trainers and
assessors are
endorsed by
industry
engagement.

Professional
development

Trainers and
assessors must
maintain current
knowledge and
skills in training
and assessment.

Golf Education
ensures all
trainers and
assessors
undertake
ongoing
professional
development to
maintain
currency.
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Trainer and assessor

Policy

Training and
assessment
credentials

Industry
competency,
knowledge and

skills

adult education or
vocational
education and
training.

Persons not holding a
training and assessment
credential specified in
Section 1A of the
Credential Policy must
work under direction and
adhere to the
requirements below.

Individuals actively working towards a training and assessment credential

Industry
currency

Professional
development

Requirements

The individual must have
documented and verifiable
records supporting the
requirements for:

e training and assessment
credentials

e industry competency

e understanding of current
industry practices

e current knowledge in training
and assessment.

A person with the following can
deliver training and contribute to
assessment:

e Actively working towards a
training and assessment
credential.

The person must:

e be enrolled in, and have
commenced training in, one
of the following training and
assessment credentials

- TAE40122 Certificate IV in
Training and Assessment or
its successor, or
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Assessment

The individual under
direction can
contribute to
assessment (including
conducting
assessment and
collecting assessment
evidence), provided
they work under the
direction of a trainer
and assessor. Working
towards these
qualifications does not
qualify the person to
make assessment
judgments but does
not prohibit them from
doing so if they are
otherwise permitted
under Section 1B of the
Credential Policy.

Arrangement

A documented
under-direction
arrangement must be
in place and outline:

e name of trainer
and assessor
responsible for
direction, support
and monitoring

e identified
conditions or
restrictions on
the assessment
carried out by the
under-direction
person.

Supervisor

The supervising trainer and
assessor providing direction
must hold:

e training and assessment
credentials

or

e adiploma or higher-level
qualification in adult
education or vocational
education

or

e asecondary teaching
qualification and one of
the following credentials

— TAESS00011 Assessor
Skill Set, or

— TAESS00019 Assessor
Skill Set or its successor,
or

- TAESS00024 VET

Delivered to School
Students Teacher
Enhancement Skill Set or
its successor, or

- adiploma or higher-level
qualification in adult
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Individuals actively working towards a training and assessment credential

Requirements Assessment Arrangement Supervisor
- TAE50122 Diploma of education or vocational
Vocational Education and education and training
Training or its successor and and
e be making satisfactory e industry competency
progress to enable credential tindust i
- e current industry practices
to be completed within two yp
years of commencement. e skills and knowledge in
current training and
assessment.
Training and assessment under direction
Requirements Assessment Arrangement Supervisor
The individual must have The individual under A documented The supervising trainer and

documented and verifiable
records supporting the
requirements for:

e training and assessment
credentials

e industry competency

e understanding of current
industry practices

e current knowledge in training
and assessment.

To deliver training and conduct
assessment under direction, a
person must hold one of the
following:

e asecondary teaching
qualification,

e TAESS00021 Foundation Skill
set or its successor,

e TAESS00024 VET Delivered to
School Students Teacher
Enhancement Skills set or its
successor,

e TAESS00030 Volunteer
Trainer Delivery and
Assessment Contribution
Skill Set or its successor,

e TAESS00029 Volunteer
Trainer Delivery Skill Set or its
successor,

e TAESS00020 Workplace
Trainer Skill Set or its
successor,
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direction can
contribute to
assessment (including
conducting
assessment and
collecting assessment
evidence), provided
they work under the
direction of a trainer
and assessor but is not
permitted to make
assessment
judgments.

under-direction
arrangement must be
in place and outline:

e name of trainer
and assessor
responsible for
direction, support
and monitoring

e identified
conditions or
restrictions on
the assessment
carried out by the
under-direction
person.

assessor must hold:

e training and assessment
credentials

or

e adiploma or higher-level
qualification in adult
education or vocational
education

or
e asecondary teaching
qualification and one of
the following credentials

— TAESS00011 Assessor
Skill Set, or

- TAESS00019 Assessor
Skill Set or its successor,
or

- TAESS00024 VET
Delivered to School
Students Teacher
Enhancement Skill Set or
its successor, or

e adiploma or higher-level
qualification in adult
education or vocational
education and training

and
e industry competency

e currentindustry practices
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Training and assessment under direction

Requirements Assessment Arrangement Supervisor
e TAESS00028 Work Skill e current skills and
Instructor Skill Set or its knowledge in training and
successor, assessment.

e TAESS00022 Young Learner
Delivery Skill Set or its
successor,

e TAESS00015 Enterprise
Trainer and Assessor Skill Set,

e TAESS00003 Enterprise
Trainer and Assessor Skill Set,

e TAESS00008 Enterprise
Trainer — Mentoring Skill Set,

e TAESS00013 Enterprise
Trainer — Mentoring Skill Set,

e TAESS00007 Enterprise
Trainer — Presenting Skill Set,

e TAESS00014 Enterprise
Trainer — Mentoring.

Credentials held by trainers and
assessors in accordance with
this section must be relevant to
their role, considering the nature
of the VET student cohort and the
delivery context.

Trainer and Assessor Verification

All supporting documentation has been sighted and verified by the Chief Executive Officer or
delegated officer:

e Trainer’s/assessor’s credentials have been verified

e Forindividuals “actively working towards a training and assessment credential”, details
have been recorded

e Forindividuals “working under direction”, details have been recorded

e Alltrainers and assessors have clear recorded evidence of industry competencies, skills
and knowledge mapped to each unit of competency that aligns to all relevant TAS
documents

e Alltrainers and assessors have clear recorded evidence of undertaking continuing
professional development relating to training and assessment

e Alltrainers and assessors have recently completed or plan to undergo relevant industry
currency
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Complaints and Appeals

Relevant Outcome Standards for RTOs, Standard 2.7, 2.8, 4.3
Standards Compliance Standards for RTOs Clauses 20a-b
Purpose

Section 2 of this policy and procedure sets out how Golf Education Australia addresses a
complaint or appeal it receives relating to its officers, students or third parties providing

services on its behalf.

Complaints

Complaints policy and procedure

Policy

Students are supported to
make complaints.

Complaints received will be
acknowledged in writing and
finalised as soon as
practicable.

Complaints can involve the
conduct of Golf Education’s
officers, students or third-
party service providers (if
applicable).

Any staff member may receive
a complaint verbally, in writing
or electronically.

Golf Education identifies two
types of complaints:

e type 1 — allegations of
inappropriate behaviour
and/or child protection.
These allegations are
processed according to
the Safe Environments for
Children Young and
Vulnerable People policy
and procedure.

e type 2—all other
complaints.
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Inform

Onreceiptofa
complaint, the CEO:

e provides written
acknowledgment to
the complainant

e informs both the
complainant and the
respondent of their
right to be assisted
by a support person
or representative
throughout the
complaint process

e communicates on
the progress of the
proceedings to the
complainant and the
respondent
throughout the
complaint process

e if the complaint
relates to the
conduct of a third-
party service
provider, the CEO
informs the third
party on receipt of
the complaint and
communicates
progress on the

Act

The staff member
receiving the complaint
forwards it to the CEO
(unless it relates to the
CEO, in which case itis
forwarded to the
Compliance Officer).

For type 1 complaints,
the CEO follows the
complaints policy and
procedure in
accordance with the
Safe Environment for
Children Young and

Vulnerable People policy

For type 2 complaints,
the CEO:

e organises a
mediation process
thatis non-
threatening to the
complainant

e establishes a review
by an appropriate
independent party if
mediation has not
resolved the
complaint

Record and review

The CEO:

establishes a written
record for each
complaint received

updates the record
throughout the
complaint process.

registers the complaint
in the Complaints and
appeals register

securely retains all
complaint records

communicates
outcomes of
complaints to
appropriate person/s

reviews each
complaint process to
identify corrective
action/s that eliminate
or mitigate the
likelihood of recurrence

uses each complaint to
inform continuous
improvement.
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Complaints policy and procedure

Policy

Without limiting the action in
type 1 complaints, this
complaints policy is publicly
available and upholds the
principles of procedural
fairness.

Areview of the issues that
triggered the complaint is
undertaken. The review aims
to identify corrective actions
that will eliminate or mitigate
the likelihood of a similar
complaint occurring in the
future.

Records of complaints are
securely retained and
registered in the Complaints
and appeals register.

Complaints

The receiving staff member
informs the complainant that
the CEO will contact them
regarding the complaint.

Whenever applicable, the
receiving staff member
ensures that the safety of the
complainantis maintained.
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Inform

proceedings with the
third party.

All communication by
Golf Education complies
with requirements of the
complaint management
system.

Forwarding complaints

For type 1 complaints,
the receiving staff
member immediately
commences to
implement the Safe
Environment for
Children Young and
Vulnerable People
policy.

For all other complaints,
the receiving staff
member forwards the
complaint to the CEO for
processing (unless it
relates to the CEO, in
which caseitis
forwarded to the
Compliance Officer).

The CEO is responsible
for ensuring a written
record is established for
all complaints received
(unless it relates to the
CEOQO, in which case the

Act

o refersthe
complainant to the
ASQA website for
further information
about complaint
processes if the
complainant is still
not satisfied.

Timeframe

The CEO finalises
complaints within 60
calendar days.

If more than 60 days are
required, the
complainant and
respondent are informed
in writing of the reasons
for the need to extend
the time required to
finalise the complaint.

Record and review

Impacting policies and
procedures

Policies that must be
considered in conjunction
with this policy and
procedure as part of the
complaint system include:

e Student Information
policy

e Safe Environment for
Children Young and
Vulnerable People

policy

e Student Code of
Conduct.
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Complaints policy and procedure

Policy Inform Act Record and review
Compliance Officer is
responsible).
Appeals
Appeals policy and procedure
Policy Inform Act Record and review

Students are informed about
avenues for appeal.

All appeals will be finalised as
soon as practicable.

Two types of appeal may be
lodged:

e appeal of final
assessment decision

e appeal of any other
decision.
This policy is publicly
available and upholds the
principles of natural justice
and procedural fairness.

Arecord of each appeal
process is reviewed to identify
and implement corrective
actions that aim to eliminate
or mitigate the likelihood of
recurrence.

Records of appeals are
securely retained and
registered in the Complaints
and appeals register.
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The CEO provides
written acknowledgment
to the appellant.

On receipt of an appeal,
the CEO informs a third
party of the appeal if the
appealrelatesto a
decision made by an
employee of the third
party.

The CEO communicates
the progression of the
appeal to all parties
throughout the appeals
process.

When appealing final
assessment decisions,
the CEO actions the
following process:

e the CEO provides
information to the
appellant on
avenues for review

e the appellant’s
trainer/assessor
reviews the decision

e if requested by the
appellant, an
independent party
undertakes a review
of the decision

e if the appellantis still
not satisfied, the
CEO refers the
appellant to the
complaints policy
and procedure.

For all other appeals:

e the CEO reviews the
original decision

e if requested by the
appellant, an
independent party
undertakes a review
of the decision

e if the appellantis still
not satisfied, the
CEO refers the
appellant to the
complaints policy
and procedure.

The CEO:

e documents the
appealin the
Complaints and
appeals register

e securely retains all
records of appeals

e communicates
outcomes of appeal
to appellant

e reviews each appeal
process to identify
corrective actions
that eliminate or
mitigate the
likelihood of
recurrence

e uses each appeal to
inform continuous
improvement.
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Requirements for processing appeals

Appeals

Appeals must be submitted in
writing using the Appeal form.
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Forwarding appeals

If the appeal relatesto a
decision made by the
CEO, the appeal is
forwarded to the
Compliance Officer for
actioning.

Timeframe

The CEO finalises
appeals within 60
calendar days.

If more than 60 days are
required, the appellantis
informed in writing of the
reasons for the need to
extend the time required
to finalise the appeal.

Assessment result
appeals

For assessment results
appeals, the CEO
ensures the appeals
process is informed by
the:

e assessment
requirements of the
relevant training
product

e Principles of
Assessment

e Rules of Evidence.
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Governance and Administration

Relevant Outcome Standards for RTOs, Standard 4.1, 4.2, 4.3, 4.4
Standards Compliance Standards for RTOs Clauses 15.1, 15.2, 15.3, 19, 20a-b, Schedule 1
Purpose

This policy provides guidance on the roles of the Chief Executive Officer, the Program
Coordinator and the Compliance Officer in governance, policy, administration, and quality

assurance:

e Delegating authority

e Managing the relationship with the regulator

e |dentifying the specific responsibilities of the CEO or equivalent delegated officer

e Managing Golf Education Australia’s legislated compliance requirements relating to
systematic monitoring of a quality assured process and practice

e Risk management

Governance and Administrative Roles and Responsibilities

Policy, governance and administration responsibilities of the Principal and Compliance Officer

The Principal
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Policy
As CEO of the RTO:

e represents the RTO
in all dealings with
the Australian
Skills Quality
Authority (ASQA),
the national
regulator

e provides
leadership and
advocates delivery
of quality VET
within the
curriculum

e ratifies all policy
and procedure
documents for its
operations

Governance

Ensures the
organisational
structure caters for
effective
implementation of:

e adocumented
quality management
system (QMS)

e quality-assured
operations of its
systems, policies
and practices

e the assessment
system

e systematic
validation of
assessment

e systematic
monitoring of TAS’s

e roles and
responsibilities,
defined timelines
and activities in the
QMS calendar

e systematic
monitoring and

Administration

Approves policies
and procedures
as part of the
management
systems

Submits a Fit and
Proper Person
Requirements
Declaration to
ASQA

Informed ASQA
within 10 calendar
days of any
substantial
changes and
significant events

Ensures the RTO
has public liability
insurance that
covers the scope
of its training and
assessment
activities
throughout the
registration period

Officers

Assists RTO officers
by:

e ensuring the safety
and well-being of
all students and
officers

e ensuring all officers
are suitably
qualified to fulfil the
duties and meet the
responsibilities of
their position

e providing each
officer sufficient
time to complete
their assigned
duties and
responsibilities

e ensuring delegated
officers understand
their legal
obligation under
FPPR and the
requirement to
declare a change in
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Policy, governance and administration responsibilities of the Principal and Compliance Officer

Policy Governance Administration Officers

e invests the evaluation of its circumstance

The
Compliance
Officer

Compliance Officer
with sufficient
authority to ensure
it complies with the
Standards for RTOs
(the Standards) and
regulatory
requirements at all
times.

n/a

systems, policies
and practices

e Systematic
monitoring of
governing persons
on the FPPR

Reports directly to the

principalon all
matters relating to
compliance with the
Standards.

Administrative duties
include:

e establishing and
implementing the
QMS calendar

e recording and
addressing all
recommendations
forimprovement
identified through
analysis of data
collected

e administering all
components of the
QMS to ensure
compliance with the
Standards

e retaining sufficient
evidence of all past
compliance
activities or plansin
accordance with
each respective
policy and
procedure for
continuous
improvement
processes.

e Submits a Fit and
Proper Person
Requirement to
ASQA

where relevant

Assists officers by:

e overseeing the

complaints and
appeals processes
monitoring each
officer’s staff profile
and continuing
professional
development to
ensure ongoing
compliance with
the Standards
monitoring all
marketing activities
and materials
monitoring all
information
provided to current
and prospective
students and other
stakeholders to
ensure they are
clear and accurate
at all times.
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Quality assurance

Quality assurance governance and administration responsibilities

The CEO

Promote and monitor educational
and business practices that are
focused on continually providing and
improving services and student
outcomes, while minimising the risk
of harm to students, officers and
operations resulting from non-
compliance.

Ensure the combined duties and
responsibilities of delegated officers
enable it to operate in compliance
with the Standards and regulatory
requirements for RTOs at all times.

Ensure it meets its legislative
obligations through ongoing
implementation of its specific QMS.

Inform ASQA of substantial changes
to Golf Education’s operations or any
event that would significantly affect
the ability to comply with the
Standards within 10 days of the
change occurring.

V1.0 July 2025

Compliance Officer

Identify and implement governance
structures and systems to self-
assure and embed continuous
improvement.

Use the outcomes of systematic
monitoring and evaluations,
including the feedback of students,
trainers, assessors, industry and
other stakeholders, to continually
improve practices

Declares any changes of
circumstances to the CEO regarding
the FPPR

Officers

Acknowledge individual
responsibilities as delegated by the
CEO and specified in policies and
procedures.

Always act in accordance with
current policies and procedures.

Carry out all duties relevant to
responsibilities delegated to them
by the CEO.

Identify and recommend to the
CEO educational and business
practices that focus on continually
improving high quality services and
student outcomes.
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Systematic Monitoring

Requirements of systematic monitoring

Quality-assured
management
system

Dynamic and
ongoing systematic
monitoring and
evaluations of all
operational practices
and processes,
confirming how all its
officers are aware of
and comply with all
relevant criteria or
requirements
specified in the
Standards and
timelines.

Systematic monitoring

Golf Education Australia
has and can provide
documented evidence
that matches the quality
calendar as approved for
the following:

e accuracy of training
and assessment
strategy (TAS)
program/s and
assessment system
aligned with current
scope of registration

e all policies and
procedures

e student data records
and reporting

e industry
competency,
knowledge and skills,
understanding of
current industry
practices and
professional
development of all
trainers and
assessors.

Risk Management

Evaluation

Executive
summary of
current and recent
performance and
practices in
accordance with
the policies and
procedures within
the approved
timelines.

Analysis of
recommendations,
outcomes or
required changes
for continuous
improvements or
timing of activities.

Continuous
improvements

Records of
immediate action
taken or planned
timelines of:

e program
development

e implementation
of best practice
and/or

e modification of
current systems,
policies and
practices
informed by
continuous
improvement
processes.

Timing

The QMS calendar
is a dynamic
record and is
updated as
required to reflect
the day-to-day
practices and is
reviewed at least
once annually to
support
compliance at all
times.

Conflict of Interest

Procedure

Identify

Declare

Manage

of the process for

This procedure informs staff

identifying, declaring and

involves a conflict
between personal

A conflict of interest

All staff must declare any
perceived, potential or
actual conflict of interest:

Once a conflict is
identified and declared a
strategy will be

interests or benefits,
private interests either
pecuniary or non-
pecuniary, whereby the
private or personal
interests could improperly
influence the performance
of their duties.

managing perceived,
potential or actual conflicts
of interest.

This procedure ensures
conduct meets the highest
ethical standard and is
aligned with Golf
Education’s values of

e Complete the

Declaration of Conflict
of Interest form a soon
as practicable after
identifying a perceived,
potential or actual
conflict of interest

developed by the CEO to
appropriately manage or
resolve the conflict.

Examples of strategies
may include:

e Restrict
e Recruit
e Remove
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Conflict of Interest

Procedure Identify Declare Manage
respect, integrity and Conflicts of interest may e At performance reviews | e Relinquish
excellence arise through: certify that all e Resign

Conflict of roles

e Private issues

e Personal relationships
Financial relationships
Personal benefits

declared

perceived, potential or
actual conflicts of
interred have been

All information relating
to conflicts of interest
will be treated as
confidential.

Notifications regarding
employee conflicts of
interest will be stored on
the employee’s personal
file as well as on the
Conflict-of-Interest
Register

Financial Viability

Policy

Procedure

Responsibilities

Golf Education will ensure that it
maintains sound financial practices,
ensuring the financial security of the
RTO and enabling its ongoing
viability, profitability and growth.
Conservatism will prevail as the key
influence over financial decisions.
Equally, an uncompromising
commitment to integrity and
professionalism will remain the
keystone to all finance, banking,
investment and general business
transactions.

Golf education will:

e Implement and maintain effective
business planning and financial
management processes

e Ensure that accounts are certified
by a qualified accountant
(Certified to Australian Accountant
Standards) at least annually and
are made available to the VET
Registration body upon request

e Implement and maintain
procedures to protect fees paid in
advance

e Provide clients with complete and
accurate fee information

Golf Education aims to maintain a
sound financial position, which
facilitates its stability, planned
business growth and profit
projections through:

e Business planning, including
forecastincome and expenditure

e Monitoring cash flow

e Formulation of and adherence to
annual budgets

e Ongoing reinvestment in the
business to ensure it remains well-
resourced to meet client needs

e Maintenance of adequate cash
reserves to meet planned
commitments, as well as
unforeseen events

Striving to remain debt-free as part
of its overall strategy of optimising
return on investment and
consequently maintaining price
competitiveness

Careful safeguarding of assets, via
comprehensive insurance and
security measures

The Chief Executive Officer is
responsible for:

e Ensuring compliance with
financial management policies,
procedures and systems

Ensuring compliance with
Financial Viability Risk
Assessment Requirements

Monitoring and reporting on
compliance with these financial
management policies and
procedures

Undertaking reviews of the
effectiveness of the policies and
procedures and systems annually
and to use the results of such
reviews to drive further
improvements

When requested, provide VET
Registration body with a formal
assurance that Golf Education
has sound financial management
standards for matters relating to
the Scope of Registration and
scale of operations
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Financial Viability

Policy

Procedure

Responsibilities

e Provide Refunds, as per the Refund
Policy

Child Safety

Policy

Recruitment and training

Managing disclosures

Golf Education is committed to:

e Ensuring the safety and well-
being of all children participating
in our training programs

e Promoting the rights of children
and protecting them from harm,
abuse, and neglect

e Creating an inclusive training and
assessment environment where
children feel valued, safe, and
supported

e Providing support to child
students to enable them to
successfully participate in
selected training programs

Where Golf Education enrols a
student who is under 18 years of age,
it must meet the Commonwealth,
state or territory legislation or other
regulatory requirements relating to
child welfare and protection
appropriate to the jurisdiction(s) in
which it operates, refer to the Safe
Environments for Children Young
and Vulnerable People Policy.

This includes the:

e Children and Young People (Safety)
Act 2017 (SA); and

e Child Safety (Prohibited Persons)
Act 2016 (SA)

e National Principles for Child Safe
Organisations

Golf Education has clear strategies in
place to ensure that only the most
suitable people are engaged to work
at for the organisation. All positions
have been designated by the Chief
Executive Officer and require a valid
Working with Children Check.

Responding to risk of harm, abuse
and neglect — education and care
(RRHAN-EC) training is a condition of
employmentin, and provision of
services to, education environments.

The training explains the organisation
and individual responsibilities for
children and young people’s safety
and wellbeing, including the legal
obligations to provide child safe
environments and mandatory
notification of a suspicion that a
child or young person is, or may be at
risk

Consistent with section 31 of the
Children and Young People (Safety)
Act 2017, employees who provide
services directly to children or
young people, and those who are in
management positions, with duties
including direct responsibility for,
or direct supervision of, the
provision of services to children or
young people, are included as
mandated notifiers are required by
law to make a report to the
Department for Child Protection
where they suspect on reasonable
grounds that a child or young
person is, or may be, at risk, as set
out in section 18 of the same Act,
as per the process detailed below.
A mandated notifier must make the
notification as soon as is
reasonably practicable after
forming their suspicion.

All members of the organisation are
encouraged to immediately report
allegations of harm or risk of harm,
or concerns that a child oryoung
person needs protection to the
Child abuse report Line (CARL) on
1314 78 or Online child protection
reporting system. Where there is an
immediate threat SA Police should
be contacted on 000. For non-
urgent police assistance, SA Police
can be contacted on 131 444.
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AQF Issuance and Replacement

Relevant Compliance Standards for RTOs Clauses 9.1, 9.2a-b, 10a-e, 11.1a-j, 11.2a-i, 12.1a,
Standards 13, Schedule 2
Purpose

This policy and procedure addresses:

a) conditions for issuance of qualifications and statements of attainment
b) templates to be used

d) records to be kept, and

(
(
(c) timeframes forissuance
(
(

e) replacement if certification documents

Issuance

Issuance policy and procedure

Policy

A studentis only issued
with:

e a Qualification when
they meet the training
product requirements

e a Statement of
Attainment (SoA) when
one or more units of
competency are
successfully
completed.

Conditions for issuance

Unique Student Identifier
(Usl)

A USI must be held prior to
issuance.

The USI must be verified
by the RTO using the USI
Registry System website.
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Qualification

Issue an AQF
qualification and
Record of Results if
the training product
in which the
studentis enrolled
is successfully
completed.

Fees and
exemptions

Any agreed student
fees have been
paid.

Certification may
be issued on
sighting
confirmation that a
student has been
granted an
exemption issued

Statement of
Attainment (SoA)

Issue an SoA if the
training product in
which the student
is enrolled is
partially
completed.

Verification

AVETMISS-
compliant data
supports the
issuing of
certification.

Datais held in the
AVETMISS-
compliant student
management
system.

Timeframe

Issue certification
documentation to
a student within
30 calendar days
of all conditions
forissuance
being met.

Templates

Certification
documentation is
based on
templates that
comply with
Compliance
Requirements,
Schedule 2 of the
National
Vocational
Education and
Training Regulator

Records

Maintain
sufficiently
detailed records
capable of
identifying the
student, type of
certification
(Qualification or
SoA), training
product,
award/attainment
date and issuance
date.

Replacement

A certification
documentation
replacement policy
and procedure is

in place and is
publicly available.
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Issuance policy and procedure

by the USI (Compliance

Registrar. Standards for
NVR Registered
Training
Organisations
and Fit and
Proper Person
Requirement)
Instrument 2025
and the AQF.

Replacement

Replacement policy and procedure

Policy Verification Records Templates Replacement
On request, Golf Verify the Confirm details Issued certification | The replacement
Education permits identity of the of certificationto | documentation is certification
replacement of AQF applicant be replaced based on templates | documentation shows
certification (name, using records that comply with the current principal’s
documentation it has address, date from the Compliance sighature and the
issued in the previous 7 of birth) based AVETMISS- Requirements, original
years on or after on suitable compliant Schedule 2 of the award/attainment
1 January 2015 proof of identity | student National Vocational | date.
or 30 years before documents. management Education and
1 January 2015. Fees may system. Training Regulator
be charged. (Compliance

Standards for NVR

Registered Training
Organisations and
Fit and Proper
Person
Requirement)
Instrument 2025
and the AQF.
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Issuance Guide
The Chief Executive Officer or delegated person uses this guide to support the issuance policy
requirements being met.
Issuance policy requirements
All AQF documentation:
e must be printed using approved templates and print stock or stationery
e must notinclude student USIs
e must be issued to students by mail or in person within 30 days of the award/attainment or issuance date

e mustinclude one or more of the following fraud prevention measures

organisation’s seal

corporate identifier

unique watermark

document number.

Records of issuance must be retained for reprinting, archive and audit purposes for a period of 7 years on or after 1
January 2015 or 30 years before 1 January 2015.
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Data Management and US|

Relevant Compliance Standards for RTOs Clauses 10b, 12.1b, 12.2, 12.4a-b, 14.1ai-ii, 14.1b-
Standards i-ii, 14.1c-i-ii, 20a-b
Purpose

This policy and procedure relates to obtaining, recording and reporting compliant Australian
Vocational Education and Training Management Information Statistical Standard (AVETMISS)
data.

Data Management

Recording student data policy and procedure

Policy

Golf Education will maintain and
provide accurate and complete
student enrolment and outcome
data using the approved student
management software system

Student unit enrolment must
align with the relevant training
product’s current TAS
document.

Students will only be enrolled in
training product/s on the current
scope of registration.

Complete student enrolment
data for training products and
units of competency will be

entered into SM by the end of
Term 1 of each calendar year.

Final student outcomes for units
of competency and training
products will be quality assured
by management prior to being
recorded in SM.

Final outcomes will be recorded
soon after a student has been
assessed and RTO management
approves the assessment
decision.

If a student exits a program or
leaves the RTO, records must be
updated immediately, and any
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Enrolment

Prior to commencement
of training and
assessment, student
data will include:

e enrolmentin at least
the minimum number
of units of
competency required
by the training
product

e proposed start and
end dates for each
unit of competency

e interim outcome of
Continuing enrolment
for each unit of
competency

e confirmation that the
training product’s
currency period on
the National Register
is of sufficient length
for students to
complete the learning
program

confirmation that the
duration (difference
between start and
end dates) of the
learning program
aligns with the TAS
document.

Management

Recording of student
progression data is
managed through
cooperation between the
assessor, management
and data management
officers.

The assessor’s outcome
decisions will be
recorded in a student
profile.

The student profile
document is approved by
management as part of
the assessment system.

The profile data will be
used to enter student
unit of competency
outcomes as they
become available or by
the end-of-year reporting
date, whichever comes
first.

When a training product
or unitis superseded, the
affected students will be
transitioned within the
required transition
timeframe or complete
the training product
before the expiry of the

Records and retention

The RTO will ensure that:

e records of final student
outcomes are
accessible and
retained for a period of
thirty years

e students are informed
that personal
information will be
collected and reported
on their behalf

e records are securely
held and only
accessible by
authorised RTO
officers

e students are advised
where they can access
the DEWR VET Privacy
Notice, DTET RTO data
collection policy
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Recording student data policy and procedure

Policy
AQF certification issued within
30 calendar days.

Requirements of student data

Enrolment

Management

transition or end of the
transition period.

Where a training product
on scope of registration
is superseded, no new
VET students are to be
enrolled from the period
commencing one year
from the date the
replacement training
product was released on
the National Register.

Records and retention

Student management system
and reporting

Student VET course enrolment
and outcomes details are
maintained using SM.

Management:

e ensures all ongoing and new
VET enrolments are
recorded by the end of Term
1 of each year and all
outcomes achieved during
the year are recorded by the
end-of-calendar-year
reporting dates

e provides information about
amendments to previous
year VET data by the due
date.
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Monitoring

In accordance with
mandatory reporting
requirements, the CEO
checks that:

e course details and
duration dates are
accurate

e unit enrolments
comply with the
relevant TAS

e student outcomes are
accurate prior to
recording them in SM.

Evaluation and review

The CEO:

e reviews the previous
year’s performance
through analysis of
results from the
annual learner
survey
questionnaire,
student outcomes
and systematic
monitoring of this
policy and procedure

e identifies areas for
improvement and
actions any
recommendations
made

e records any actions
of this policy and
procedure.

Collection and
reporting periods

The RTO adheres to the
mandatory record
keeping timeframes
including the:

e mandatory record
keeping and reporting
dates

e Annual Declaration on
Compliance

e Annual Quality
Indicator data
summary report.

40



Unique Student Identifier (USI)

USI policy and procedure

Policy

Prior to enrolment in a VET
course, students are informed:
e of the US| requirements and
the National VET USI
Register
e that AQF certification will
only be issued to students
who are entitled to receive it
and have provided a
verifiable USI unless an
exemption applies under
the Student Identifiers Act
2014.

Golf Education will have in
place systems to verify a
student’s US| prior to issuance
of AQF certification.

Golf Education will advise
students of the consequences
of not providing a verifiable USI.

Golf Education advises
students that nationally
recognised VET transcripts will
be available to students who
have provided a verifiable USI
through the national USI
transcript service.
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Verification

All USIs are verified prior
to issuance of any AQF
certification.

If a USI is acquired on
behalf of a student, the
most recent procedure
on the USI website will
be used.

Records

USlIs are securely held
and reported using SM.

USI information is
securely retained by the
Golf Education, and its
access is restricted to
authorised delegated
officers only.

Reporting

The CEO reports all
student outcomes and
relevant enrolment data
to the National Centre
for Vocational Education
Research (NCVER),
including USls.

NCVER provides the
student data in various
forms to the:

e National USI
transcript service

e Australian Bureau of
Statistics.
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