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Welcome

Thank you for choosing to study at Camden Haven & Manning Valley Community College (CHCC). No matter
what your choice of course, we hope you gain great benefit and enjoyment. We pride ourselves on providing a
warm and inclusive learning environment where everyone can learn, discover and reach their potential. This
handbook will provide guidance throughout your studies on College services, policies and procedures but
don’t hesitate to speak to us at any stage if you have questions or concerns.

Our College

Camden Haven Community College is a not-for-profit Incorporated Association with a volunteer governing
Committee. It is community owned and a registered charity.

The college provides lifestyle and vocational courses for our local communities in the Camden Haven and
Manning Valley and has been operating for nearly forty years.

Camden Haven Community College is a Registered Training Organisation (RTO 90018), approved to provide
nationally accredited units and qualifications. We offer a diverse range of quality vocational and general
education learning opportunities.

Training and courses are available at the college in Laurieton, 16-18 Laurie Street (at the corner of Laurie
Street and Bonser Lane, across from the little old church) and at the training rooms at Taree, Shops 5-6, 11-17
Manning St, Osborne Chambers (between Ray White Real Estate and Best and Less). Other sites in our
communities are utilised for specific courses and we team up with workplaces for training, assessment and
traineeships.

Camden Haven Community College is a member of the national peak body, Community Colleges Australia
(CCA). We fully endorse and follow the CCA Code of Ethics. More information about CCA can be found on their
website https://cca.edu.au/.

Vision

Camden Haven Community College (CHCC) will continue to operate as a not-for-profit, community-based
Registered Training Organisation. It will provide equitable access to education and training through a diverse
range of quality, professional, vocational, foundation and general learning opportunities that reflect the
changing needs and interests of the Camden Haven and other communities. The college will be managed in
an ethical manner and integrate sustainability into training and facilities.

Mission

To offer a friendly, supportive, and inclusive environment in which individuals can achieve their potential.

To be responsive to the community and provide educational opportunities to satisfy its diverse needs and
interests.

To provide direct relief of poverty, suffering, distress, misfortune, helplessness, or disability in the community

through training, education, advice, and provision of other services which provide learning and development
outcomes to enhance opportunities.
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Benevolent Relief

Our college aims to provide direct relief of poverty, suffering, distress, misfortune, helplessness or disability in

the community through training, education, advice and provision of services which provide learning and
development outcomes to enhance opportunities.

To this end we are proud to:

¢ be an approved Registered Training Organisation under the Smart and Skilled program with fee subsidies
for those in need

¢ provide training and courses for no fee to disadvantaged students

¢ provide scholarships, on application, to assist with fees

¢ assess students for fee exemption or concession due to barriers to education

¢ subsidise fees for local community members and regional participants

¢ provide fully trained quality trainers and assessors who understand student needs, support requests and
can refer to other relevant services

¢ provide support in language, literacy and numeracy

¢ provide training, access and support for people with disabilities

¢ enhance opportunities for employment through quality subsidised national qualifications and vocational
training

¢ offer our sustainable organisation as a means of providing benevolent relief

Access and Equity

Our policies and procedures ensure we are responsive to the diverse needs of all participants in our programs
and courses. Our policies and approaches are aimed at ensuring that education and training is responsive to
the individual needs of clients whose age, gender, cultural or ethnic background, disability, sexuality, language
skills, literacy or numeracy level, unemployment, imprisonment or remote location may present a barrier to

access, participation and the achievement of suitable outcomes. Refer to our Access and Equity Policy for further
details.

Contact Information

Laurieton - Open weekdays, 9:30am - 3pm. 2
Laurie St Laurie St
PO Box 301, Laurieton NSW 2443 o
(02) 6559 6699 @ Laurieton office
2 OPSM Laurieton
office@chace.org.au
www.chace.org.au 5
16-18 Laurie St, Laurieton e
Entrance on Bonser Lane, opposite Longworth Park :
ev
Taree - Open Wednesday to Friday, 9am - 3:30pm. 9 2 Merrick Spicer g
)
%, Q Best&Less Taree @
PO Box 301, Laurieton NSW 2443 imonwealth z@@ Clothing store
aree Branch W~ :
11-17 Manning St,
(02) 6559 6699 ’Taree NSW 2430 g
: Ray White Manni @ X
lifi hace.org. ) \ S
ife@chace.org.au Valley and R¢4 e
OO
NA
www.chace.org.au Cafe Giardino Z
Taree office
Shop 1/11-17 Manning St, Taree HANS .
|- M ke DS (@) VIctorie
Between Eyecare Plus & Ray White Real Estate - §¢ X
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Fees and Charges

Camden Haven Community College makes prospective students and clients aware of the College's fees,
charges and refund arrangements before accepting enrolment. The Fees and Refund Policy can be sourced
from the College’s website or a copy obtained from Reception.

Details of fees are supplied in our brochures, on our website or by contacting our office. All texts, resources
and materials are included in the cost of the course unless otherwise stated in the College's advertising
material.

The College determines course fees for its fee-for-service training provision.

For government subsidised programs, the program contract may stipulate the fees that a student is to pay.
Students enrolling with Smart and Skilled subsidies must pay the relevant fee as set out in the NSW Skills list.
The College will calculate the relevant fee using the Smart and Skilled Provider Calculator, the student's
eligibility criteria and any applicable Recognition of Prior Learning and Credit Transfer arrangements. These
courses are often fee free.

Funding

Camden Haven Community College has various streams of funding for accredited courses and non-accredited
courses with a vocational intent, available to eligible participants. Below are the types of funding available.

¢ Smart and Skilled - Smart and Skilled is a reform of the NSW Vocational Education and Training (VET)
system. It's helping people in NSW get the skills they need to find a job and advance their careers.

¢ ACE Program - The ACE Program is designed to target Disadvantaged Students across NSW, and students in
Regional and Remote Communities in NSW that experience significant barriers to training and
employment. Where there are barriers to accessing Smart and Skilled Entitlement training, ACE funding
can be used to provide intensive support to assist eligible students to overcome these barriers. The ACE
Program is a pathway program to help students access further training under Smart and Skilled, get a job
or advance their careers.

¢ Fee-Free JobTrainer - JobTrainer has been extended to give more NSW citizens access to free training, helping
to skill the Australian workforce for the future. This means that employed people (existing workers) will also
be able to access fee-free training in specific full and part qualifications. Fee-free JobTrainer courses,
such as ours listed below, can help you get skills for jobs in a wide range of in demand industries.

¢ Tech Savvy Seniors - Tech Savvy Seniors is a NSW Government initiative in partnership with Telstra for seniors
aged 60 and above or Aboriginal or Torres Strait Islander seniors aged 50 years and above. This initiative
enables the our Tech Savvy Senior courses to be offered at no cost to eligible participants.

For details about each funding type, including eligibility criteria, visit our website www.chace.org.au. You can also
contact our office.

Refund Policy

Camden Haven Community College Inc (CHCC) offers refunds under a fair and equitable process. Please view
our Refund Policy for more details. Refer to our Refund Policy for further details.
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How to Enrol

Enrolment into Lifestyle courses is easy. You can visit our website to complete enrolments by adding selected course/s to your
cart, by calling our office on 6559 6699 or coming into one of our offices.

Enrolments are not confirmed until course fees have been paid in full.

Enrolment Conditions

Enrolments are not confirmed until:

¢ Student agrees to abide by the CHCC Code of Conduct and other Policies.

¢ Student accepts full responsibility for any damage, costs, misadventure or accident arising as a result of any act or
failure to act on their part.

¢ Student accepts CHCC reserves the right to refuse enrolment to any person.

¢ Student accepts that information that may be given during a course does not constitute ‘advice’. Student

¢ accepts CHCC Policies are available from the college website at www.chace.org.au

¢ Student consents to use and disclosure of personal information to the Department of Industry and other Government
agencies.

Age Restrictions

Anyone 18 years or older may enrol into our non-accredited courses at any time on our website by choosing the course
they are interested in, finding a day and time that suits best and clicking the enrol now button. Students aged from 15
years may be considered for enrolment upon trainer and college administration discretion, if they remain in the company
of a parent during the course.

-y ——— v - P & _— , .
. 1 .

About VET

Vocational Education and Training (VET) provides skills and knowledge for work. Camden Haven Community College
offers nationally-recognised qualifications under the Australian Qualifications Framework (AQF). Training Packages are
sets of nationally endorsed standards and qualifications for recognising and assessing people’s skills. They specify the
combination of competency standards required to achieve a particular qualification. Students who complete some, but
not all, standards for a qualification are awarded a ‘Statement of Attainment’. When a student is assessed as competent
in the remaining requirements, they attain the full qualification.

Please Note: To enable us to issue a Certificate or Statement of Attainment students are required to provide some form
of photographic identification (driver’s licence/passport etc.) with their full legal name on it. You may also be required
to provide additional documentation if the training is supported or subsidised by the government or other body.

Pre-enrolment Information

To enable an informed decision to study with the College, relevant Pre-Enrolment Information (available for each
accredited course or program) and the College’s Student Handbook are both made available to all potential students
prior to enrolment. Course Pre-enrolment Information may be accessed from College reception. The Student Handbook
may be accessed from the College website or from College reception.
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Pre-requisites

Some of our accredited courses may have pre-requisite skills or knowledge and/or be suggested as a series of programs
on a learning pathway. Work placements in some courses will also need Police Checks and/or other clearances.
Information about this is provided on the website and during the enrolment process.

Unique Student Identifier (USI)

To undertake Nationally Recognised Accredited Training, you need to obtain your Unique Student Identifier number
(USI). This applies if you are enrolling in single units of competency, skill sets, traineeships, and full or part qualifications.
Learn more about the Unique Student Identifier at https://www.usi.gov.au/. There are three options to get your USI:

1. Create a USl yourself
¢ Follow this link to create your USI https://www.usi.gov.au/students/get-a-usi or read and follow the steps
provided in the Student Information Fact Sheet
¢ Write down your USI and keep it somewhere handy and safe
+ Notify the college of your USI number via email or phone as soon as possible

2. Check for or find a previously created USI
¢ Follow this link to find your USI https://www.usi.gov.au/students/find-your-usi
¢ Write down your USI and keep it somewhere handy and safe
+ Notify the college of your USI number via email or phone as soon as possible

3. Ask the college to apply for a USI on your behalf
¢ Possible If you are having difficulty creating a USI or finding a previous one, come into one of our offices and our
friendly admin staff can assist you.

Your Unique Student Identifier (USI) contains personal information, contact details and your training records and results.
The USI system has been designed to keep this information safe and secure and is only accessed by you and the
organisations and employers you choose to have access to your records.

The personal information that you provide to the Student Identifiers Registrar is collected, used, and may be disclosed, in
accordance with the provisions of the Student Identifiers Act 2014 and the Privacy Act 1988. The Student Identifiers
Registrar’s Privacy Policy provides information about the protection of your information, including how you can access
and seek correction of your personal information held by the Student Identifiers Registrar and how to make a complaint
about a breach of your privacy and how such complaints are handled.

You will be required to set access controls to allow the Department of Industry and Camden Haven Community
College the appropriate levels of access to your USI records. For further information please refer to the USI Student
Help Line.

Language, Literacy and Numeracy (LLN) Assessment

Students undertaking accredited training may be required to undertake an LLN assessment. This assessment needs to be
completed on either a laptop or desktop computer prior to course commencement. The Online Language, Literacy and
Numeracy Indicator Tool has been designed to evaluate your skills in:

¢ Reading Writing

¢ learning

¢ Oral Communication and Numeracy

*
These are the five core skills that make up the Australian Core Skills Framework (ACSF). These skills have been identified
as the basic skills that a person needs in the community, classroom and workplace. If you are required to undertake an
LLN assessment, and upon completion of your enrolment pack, administration will insert your email details into the LLN
website. An email is generated and sent to you containing a link. Click on the link and follow the instructions ensuring
you have your sound turned on.
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The assessment should take less than 30 minutes. You are permitted to use a calculator where required. Based on
your results from the LLN assessment you have undertaken, a training supplement workbook may be generated by
the LLN site specifically to meet your identified needs. If the College emails you this supplementary workbook
please note it is a very useful resource to prepare you for the course which you have enrolled in and to assist you
with the theory components you will be required to undertake. Students who are identified as in need of assistance
with their learning will be provided with support throughout the learning process.

Induction

By or on the first day of the course (at the latest), students are to receive induction and/or orientation appropriate
to their course, which further ensures they:

¢ Understand the information contained in the Student Handbook and the Pre-enrolment Information Understand

¢ the rules and regulations as set out in the Student Handbook

+ Are familiar with the College’s facilities and resources

+ Have identified the College’s key training, administration and support people

+ Have the necessary course materials, course content and information about assessment Know

¢ where to access more information

¢ Discuss pathways e.g. type of work you might seek with your new skills or further education or training opportunities
available to you.

Students will also be provided with induction on:

¢ Work, health and safety (WH&S) requirements Dress
¢ codes and conduct
¢ Their rights and responsibilities (Code of Behaviour) as a learner.

Trainers

All trainers teaching accredited courses are qualified in accordance with the VET Quality Framework. All trainers hold a
Certificate IV in Training and Assessment and have relevant industry experience and qualifications.

Trainers of non-accredited courses have experience and expertise in their training field but may or may not hold a
Certificate IV in Training and Assessment, which is not a requirement for these courses.

Assessment

To be deemed competent against a nationally accredited Unit, you must be assessed for that Unit and be competent in
all elements that comprise that Unit. Assessment is carried out by competent qualified trainers and assessors based on
evidence of competence achieved through observation, testing, interview, review of records, assessment tasks,
workplace assessment and other methods of assessment. Refer to our Assessment Policy for further details.

Re-assessment

If you do not successfully demonstrate competency for all required elements either during a training course or via
written assignments you will be eligible for re-assessment. The method for re-assessment will be dependent upon the
performance criteria and will be discussed with you by your assessor/trainer.

Recognition of Qualifications issued by other Registered Training Organisations

Camden Haven Community College recognises the AQF Qualifications and Statements of Attainment awarded by other
Registered Training Organisations (RTOs). These must be authenticated by the provision of properly completed
assessment records such as a Statement of Attainment. Verification from the issuing organisation of the Certificate or
SOA may be requested.
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Recognition of Prior Learning (RPL)

Recognition of Prior Learning (RPL) is a process that enables people who are seeking to gain recognition of
competencies that they have acquired through formal or informal training or education, work or industry
experience or other means. Please request an RPLKit. Your trainer/assessor can provide more information.

Work Placement

Camden Haven Community College may at times, offer work placement as part of training to assist students to gain
employment or to provide a simulated environment for practical activities. There are some Compulsory Work Placement
requirements for some courses. Work placement is an unpaid experience in a facility in which real-life experience
is gained prior to the issue of a qualification. Camden Haven Community College has a responsibility to protect members
of the public (and students) from being harmed when taking part in workplace or simulated workplace learning. If there
is evidence that your skills or behaviour could present a risk to yourself or other people in the workplace, you may not
be allowed to participate in a work placement, at least for a period of time. All students should speak with their Trainers
if they have any questions or require any assistance with regards to their work placement.

Appeals and Complaints

Should you believe that you have sufficient grounds existing for an appeal of the outcome of an assessment, this should
be discussed with your trainer or assessor. If you have a complaint or grievance it should be brought to the attention of
the trainer, assessor or staff member where it occurred. It may then be referred to the College Manager. Please refer to
our Complaints Policy and Procedure for further details.

Reasonable Adjustment

Any Disadvantaged students will be interviewed at enrolment and/or assessed by their trainer/assessor to ensure any
required adjustments are included in their training and assessment plan. Reasonable Adjustment may be made as per
CHCC Policies.

Guarantee to complete training

Camden Haven Community College guarantees to complete the training and/or assessment once the student has
commenced study in their chosen qualification or course unless extreme extenuating circumstances occur. If for any
reason the RTO is unable to complete the training a proportional refund will apply.

Deferrals

If for any reason you wish to defer your involvement in training and assessment, please discuss this with your trainer as a
first step. Your trainer may refer you to another appropriate staff member. We will endeavour to implement processes
that will support you to continue with your training. If you do decide to defer you can only do so for a maximum of 12
months, after this time you will not be entitled to continue with your course.

Should your qualification change during the deferral period, RPL or upgrade to current qualification may be required at
the student’s cost.

Withdrawals

If you decide to withdraw from a course, we ask that you discuss the reasons for doing so with your trainer and
assessor or staff member. They may refer you to another appropriate staff member to discuss any support
requirements or to the Manager if you have a complaint or grievance. If you still decide to withdraw then the
following applies:

+ You should give formal notice, preferably in writing, of the date and reasons for your withdrawal

* You will be refunded any outstanding fees in line with the Fee and Refund Policy

* You will be issued any Statement of Attainment for units assessed as competent within 21 days of notice of
discontinuation

¢ Your Training Plan will be updated

* You will be given the results of any assessments

Camden Haven Community College Inc. Student Handbook
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Students Rights

As a student with Camden Haven Community College, you have a right to:

¢ Expect us to provide courses of high quality that recognise and appreciate your individual needs and learning styles.

¢ Have access to our courses and services regardless of educational background, gender, marital status, sexual
preference, race, colour, pregnancy, national origin, ethnic or socio-economic background, physical or intellectual
impairment, and religious or political affiliation.

e Have your prior learning, acquired competencies, and experience appropriately recognised in determining their
requirements for accredited courses.

¢ Be advised of the learning outcomes and prescribed assessment tasks for the course of your choice prior to
commencement.

¢ Appeal for a review of the results of a test or assessment.

¢ Learn from well-qualified, competent and diligent trainers/assessors or tutors who observe their responsibility
to address students learning needs, assist them to achieve published course outcomes, and assess their students
work fairly.

e Learn in an appropriately appointed, safe and clean learning environment, free of all forms of harassment and
discrimination.

* Be treated with dignity and fairness.

o Expect that we will be ethical and open in our dealings, our communications and our advertising. Expect

* that we will observe our duty of care to you.

+ Efficient handling of administrative matters and in the processing of fees, concessions, refunds etc.

¢ Privacy and confidentiality, and secure storage of your records in accordance with our policies, to the extent
permitted by law.

Students Responsibilities

As a student with Camden Haven Community College, you have a responsibility to:

¢ Understand and accept the Enrolment Conditions for the courses you undertake.

¢ Provide accurate information about yourself at enrolment, and advise us of any changes to your address or phone
numbers.

+ Pay all fees and charges associated with your course and provide your own course requirements where notified.

e Recognise the rights of staff, trainers, assessors, tutors and other students to be treated with dignity and fairness,
and behaving in an appropriate and acceptable manner towards them.

¢ Maintain regular and punctual attendance.

e Ensure you attend classes sober and drug free, and smoke only in allowed open areas away from other people.

¢ Promptly report all incidents or accidents to the office.

¢ Respect the organisation's property and observe Policy Guidelines and instructions for the use of equipment.

¢ Follow the Code of Conduct and Code of Practice (refer to the website)

Where the above is not observed the trainer has the right to counsel the student involved. If the problem continues the
student’s involvement in the training and assessment process will be terminated. Camden Haven Community
College has the right to withhold any applicable certificates wherever a student is requested to cease training or
assessment for behavioural reasons. No refund will be provided.

Camden Haven Community College Inc. Student Handbook

RTO 90018 Aug 2022, v.9 Page 11



Student Welfare

Camden Haven Community College’s primary concern is to enhance lifelong learning. Through training, education,
advice and provision of services we aim to provide learning and development outcomes to enhance opportunities.
We endeavour to create a positive learning environment where all students feel welcome and respected. College staff
are always there to support and assist. College staff are aware of the challenges of study and will respond to and attempt
to alleviate any signs of student distress.

If you require counselling or personal support you can also contact:

¢ Lifeline Telephone: 13 11 14 or website: www.lifeline.org.au
¢ Beyond Blue Telephone: 1300 224 636 or website: www.beyondblue.org.au
¢ Mensline Australia: 1300 78 99 78 or website: https://mensline.org.au/

Work Health & Safety

We all have a responsibility to keep the College a safe place to work and study. If you see something that may be unsafe
please let your trainer or a staff member know immediately. Students must listen to all instructions by the trainers when
discussing WH&S issues and follow all direction. First aid kits are available in all facilities.

Refer to our Work Health and Safety Policy for further details.

Emergency Evacuation

Your trainer is responsible for making sure you know where the emergency exits are and what to do in case of an
emergency. There are also posters in every classroom in our centre that show you how to exit the building.

Drugs and Alcohol

Camden Haven Community College takes safety of staff and students very seriously. Legislation is in place to protect
workers and the workplace from those who attempt to work affected either by alcohol or drugs. If students present in an
alcohol or drug affected manner, they may be asked to vacate the premises. If this happens again, they may be excluded
from training permanently.

Smoking on College Venues
Smoking in not permitted at any College venues and precludes anyone from smoking while on College’s premises. This
includes the areas immediately outside entrances to the College’s buildings.

Can | bring my children to class?

Minors, who are not enrolled in a VET course, are not allowed on site during a course as they may disrupt the learning
environment and their safety, health and welfare cannot be assured.

How do | give feedback?

The College is committed to continuous improvement. We want your training experience to be the best possible
and your feedback is an important part of that process. We welcome feedback throughout your course, to your
trainers or other college staff and there will be many ways you can do this. At the end of your accredited course you
will receive a Learner Questionnaire from the AQTF. Your feedback is critical to the College maintaining the highest
standards so we encourage all students to take the time to complete the survey. It will only take a few minutes and
your feedback is anonymous.
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The College is committed to ensuring that all staff, students and clients are protected and enjoy a work and learning
environment free of workplace harassment and bullying. CHCC is committed to providing a safe and secure environment
for all employees, contractors and visitors, particularly vulnerable persons.

If you witness or experience any incident of discrimination, bullying or harassment you are encouraged to address it with
the person concerned. If you do not feel confident to approach the person or the behaviour continues, please report it to
your trainer of staff member immediately. Any report will be treated with absolute seriousness and privacy.

Client Protection, Workplace Harassment & Bullying Policy
CHCC believes that all workers (including volunteers), students, visitors and clients are entitled to enjoy a work and
learning environment that is safe and secure and free of workplace harassment and bullying. This includes:

¢ Unsolicited approaches, comments or physical contact of a sexual nature
¢ Victimisation

¢ Bullying

¢ Racial vilification Unfair

¢ treatment

¢ Unsafe learning environment

This Policy applies to all workers (as defined by Work Health & Safety legislation), students, visitors, volunteers and
members of the governing body while at the CHCC workplace and while engaged in CHCC business or otherwise
representing the CHCC. Refer to the Client Protection, Workplace Harassment & Bullying Policy for further details.

Camden Haven Community College embraces the intent of the Australian Privacy Principles (AAPs). The AAPs are the
cornerstone of the privacy protection framework in the Privacy Act 1988 (Privacy Act). The AAPs reflect the information
lifecycle, from ensuring transparency in the collection of information through to its use, disclosure, quality, security,
access and correction. Any information collected on our clients is only used for the purpose of our delivery of services.

Use and Disclosure of Personal Information
Sensitive personal information will only be collected as required from students, is treated as confidential within
the College and is used for the purpose for which it was collected or for a related purpose. This includes:

¢ Providing the training services
¢ Informing students about additional or upcoming courses available
¢ Gathering feedback from students regarding training for the College’s market analysis and course development.

The College does not disclose sensitive personal information to other third parties without permission or instruction

from the student unless required by Law to do so. If you wish to authorise a third party to access your records please
contact the Manager.
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Privacy and Confidentiality Policy

The College is committed to maintaining confidentiality, integrity and security of all personal information entrusted to it in
the normal course of its work. We will not give out personal information to any person, body or agency without your
permission, unless we are required to do so by law. We will not use your personal information for any purpose other than
that for which it was collected, unless we are required to do so by law.

We are required to provide some statistical information about our students to the Government, to help with the future
planning of education.

Refer to our Privacy and Confidentiality Policy for further details.

Records Management

The organisation will ensure that its record keeping procedures meet the requirements of the Standards for RTOs,
regulations, legislation, guidelines for funded and/or government subsidised programs, preserve confidentiality of all
personal information on staff, students and volunteers, and ensure the security and good condition of the organisation's
records.

Non - Accredited Courses
A confidential file will be maintained by the Program Coordinator for each non-accredited course, containing full details
and associated information on student enrolments, brochures, tutor details, course outlines, attendance rolls, course
outcomes, course planning documents, records of advertising, and course evaluation. All such files will be maintained in
good order and condition.

Accredited Courses (VET)

In addition to the materials for non-accredited courses, accredited course files will contain Training Plans, assessment
validation documentation, program plans, student enrolments, attendance, outcomes, assessment plan, assessment tasks
and reports, proof of competencies and credentials, trainer and assessor details, including trainer qualifications, and
course evaluations. VET assessment outcomes and qualifications issued will be both computerised and hard copied. All
documentation for VET outcomes will be kept for three years to comply with both ASQA and Smart and Skilled
requirements After three years and until 30 years the enrolment form and a copy of Certification with enough information
to reissue the certification if required will be archived. This can be electronically filed, stored on the Student Management
System or filed as hard copy.

Refer to our Records Management Policy for further details.

There are many other policies and procedures that guide the work of our College. If you can't find what you are looking
for please contact the office and administration will be able to assist you.

Code of Practice

CHCC is a Registered Training Organisation (RTO 90018) offering a diverse range of quality vocational and general
education learning opportunities. The college is independent, not-for-profit and community owned. We contribute
to the wellbeing of our community through the creation of opportunities for lifelong learning and vocational
education, and the development of educational pathways, for adult members of the community. We will be ethical
and fair and observe legislative and other requirements. Refer to our Code of Practice for further details.

Code of Conduct

All those involved in activity with the College are to observe the highest ethical and professional standards at all times
and be fair and ethical in all their dealings on the organisation's behalf. They should refrain from any conduct which may
damage the organisation or its reputation, and seek to advance its interests within the community. Refer to our Code of
Conduct or Student Specific Code of Conduct for further details.
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Assessment Policy

Camden Haven Community College, RTO 90018, complies with the Standards for Registered Training Organisations
(RTOs) 2015. In particular, Standard One is relevant to Assessment: The RTO’s training and assessment strategies and
practices are responsive to industry and learner needs and meet the requirements of training packages. Refer to our
Assessment Policy for further details.

Certification Policy and Procedures

Camden Haven Community College Inc RTO 90018 (CHCC) ensures qualifications, statements of attainment and records
of results are issued once the learner has completed all requirements. CHCC complies with the RTO Standards and
Australian Qualifications Framework (AQF) to ensure graduates receive the certification documentation to which they
are entitled, and certification is issued to learners assessed as meeting the requirements of the training product as
specified in the relevant training package. Refer to our Certification Policy and Procedures for further details.

Camden Haven Community College’s operations are affected by a range of legal and other requirements including
Commonwealth or State legislation and regulatory requirements. Our policies, procedures and practices meet relevant
requirements. These include, but are not limited to:

¢ Workplace Health and Safety

¢ Workplace harassment, victimisation and bullying
¢ Anti-discrimination, including equal opportunity, racial discrimination, disability discrimination Vocational
¢ Education and Training (VET)

¢ Apprenticeships and Traineeships

¢ Copyright

¢ Corporations

¢ Privacy and Personal Information

¢ Children and Young People

¢ Employment

¢ Taxation

¢ Workplace conditions VET

¢ Quality Framework

Further information on current relevant legislation is available online by search or at the college.

In line with the key concept of continuous improvement, Camden Haven Community College carries out an internal
review of its training and assessment and supporting management systems on a yearly basis to identify any
improvements required.

In addition, regular reviews and validation are conducted for Assessments, Resources, Policies and Procedures,
Practices, and forms. Action is taken to address identified needs for improvement. This includes recommendations

from student feedback.

A Continuous Improvement Register is maintained.
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