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Hello, and welcome from the Workforce Training Centre WA (WTCWA) team.  
 
This participant handbook is for you to keep and it details everything you need to know about completing a 
qualification/accredited course with WTCWA. Please take the time to read and understand what is contained 
in this handbook. If you need clarification, please do not hesitate to contact one of our friendly staff 
members.  
 
WTCWA provides training and assessment services for a range of business and operational skills courses, 
including high risk work licence courses, to members of the public who are (or who would like to be) 
employed within the resources, infrastructure, construction, or transport industries. 
 
WTCWA is proud to utilise the skills of some of the best facilitators in Western Australia. They are 
knowledgeable, qualified, providing years of experience in their chosen industry, and are familiar with best 
practice methods in the delivery of high-quality training. The training and assessment journey our candidates 
experience is a valuable and rewarding one, a journey that makes us confident our candidates will want to 
come back to WTCWA to upskill and advance their career pathway. 
 
Other services WTCWA can provide include but are not limited to verification of competency (VOC) using a 
range of tools and equipment, respiratory mask fit testing, induction programs and training room hire. 
 
Thank you for choosing Workforce Training Centre WA (WTCWA) to assist you in achieving your personal and 
professional development goals. We hope you find the learning experience valuable and have an enjoyable 
time here on site. 
 
Kind Regards, 
 
The Workforce Training Centre WA team 
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Our Services 
 
 
 
  Safety Training 

• Confined Space & Gas Testing 
• Working at Heights 
• Fire & Emergency Response 
• Gas Testing 
• Gantry or Overhead Crane 

 

Supervisor Training 
• Site Supervisor Training 
• Permit Officer 

 

Mobile Plant 
• Telescopic Materials Handler (Telehandler) 

 

Non– Accredited Training 
• Respiratory Mask Fit Testing 
• Layher & At-Pac Familiarisation and VOC 

 

Verification of Competency (VOC) 
• Dogging 
• Rigging—Basic, Intermediate & Advanced 
• Scaffold—Basic, Intermediate & Advanced 
• Crane—CN & C6 
• Elevating Work Platform 
• Forklift 
• Telehandler 
• Other available on request 

High Risk Courses 

Dogging & Rigging 
• Dogging (DG) 
• Basic Rigging (RB) 
• Intermediate Rigging (RI) 
• Advanced Rigging (RA) 
• 7 Day Dogging & Basic Rigging Combo 

 

Scaffolding 
• Basic Scaffolding (SB) 
• Intermediate Scaffolding (SI) 
• Advanced Scaffolding (SA) 

 

Mobile Plant 
• Non-Slewing Mobile Crane CN 
• Slewing Mobile Crane C6 
• Slewing Mobile Crane C1 
• Forklift 
• Elevating Work Platform 
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Vocational Education and Training (VET) 
There are four key elements of the Australian VET system: 

1. A nationally agreed system for recognising qualifications and for registering and quality-assuring 
training providers; 

2. Is industry-led; employers, unions and professional associations of an industry define the outcomes 
that are required from training; 

3. A system focussed on ensuring individuals gain the skills and knowledge they need for work, whether 
to enter the workforce for the first time, re-enter the workforce, get a new job or to upgrade their 
skills; and 

4. Is included in a national standards framework for qualifications (the Australian Qualification 
Framework), training packages and training providers. This structure supports quality assurance 
across the VET system. 

Standards for RTO’s 2015 
On 26 September 2014, the Council of Australian Governments (COAG) Industry Skills Council (succeeded by 
the Australian Industry and Skills Council in 2016) agreed to new regulatory standards for training providers 
and regulators—the Standards for Registered Training Organisations (RTOs) 2015. These replace the 
Standards for NVR RTOs 2012. 
 
Federal and State training authorities (ASQA, TAC and VRQA) use the Standards to ensure nationally 
consistent, high-quality training and assessment across Australia's vocational education and training (VET) 
system. 
 
WTCWA has designed policies and learning and assessment resources that are compliant with the Standards 
for RTO’s 2015. 

Accreditation  
Some courses at an RTO can be a ‘nationally accredited’ courses. For completion of an accredited 
competence or an accredited course, participants will receive a ‘Statement of Attainment’ (or ‘Testamur’) 
which will be recognised throughout Australia and can be used for employment purposes.  
 
‘Non-accredited’ courses, (e.g. workshops and short courses), may be delivered to meet the specific needs of 
a specific business. For these courses’ participants will receive a ‘Certificate of Participation’. 

Australian Qualification Framework (AQF) 
The AQF ensures the quality, consistency and portability of training outcomes across Australia. There are 16 
national qualifications within the framework, including eight (8) VET qualifications. 
 
Under the AQF, learners can start at the level that suits their skills and knowledge and build upon them as 
their needs and interests develop over time. So, you are about to become a participant in the process that 
can result in you attaining a nationally accredited qualification.  
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Diplomas and Advanced Diplomas are recognised by relevant professional bodies throughout Australia. 
There are four (4) levels of certificate courses ranging from Certificate I to Certificate IV. The level determines 
the breadth, depth and complexity of skills and knowledge that will be developed during your study. 
 
The diagram below sets out the qualifications under the Australian Qualifications Framework (AQF). 
 

Schools Sector VET Sector Higher Education Sector 
  Doctoral Degree 
  Master’s Degree 
 Vocational Graduate 

Diploma 
Graduate Diploma 

 Vocational Graduate 
Certificate 

Graduate Certificate 

  Bachelor’s Degree 
 Advanced Diploma Advanced Diploma 
 Diploma Diploma 
 Certificate IV  
 Certificate III  
Certificate II Certificate II  
Senior Secondary 
Certificate of Education 

Certificate I  
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What to Expect from Training and Assessment 

Training 
Training will commence with theory information, and then the fun begins where learners get their hands 
dirty and have opportunities to practice using tools and equipment.  

Expect to do a variety of the following; reading, writing, computer work (internet searching, preparing word 
documents and spreadsheets), calculations, and make a presentation in front of a group of people. 

Entry Requirements 
Some courses require candidates to submit evidence before enrolment can be confirmed. Evidence can be 
verified using one or more of the following:  

• Western Australian high risk work licences online -
https://www.commerce.wa.gov.au/worksafe/worksafe-licence-and-registration-search  

• High risk work licences issued outside WA - phone WorkSafe from the issuing state 
• Statement of Attainment - phone or email issuing organisation 
• Referee – phone or email, ask questions about the tasks completed in the workplace  

Unique Student Identifier (USI) 
A Unique Student Identifier (USI) is a reference number made up of numbers and letters that gives students 
access to their USI account. A USI will allow an individual's USI account to be linked to the National 
Vocational Education and Training (VET) Data Collection allowing an individual to see their entire training 
record from all providers, including every unit and qualifications completed in training. 
 
If a learner possesses a USI number they need to provide it for approval by a WTCWA representative to verify 
the number by completing a ‘USI and Enrolment Form’. 
 
If a learner has not created a USI prior to attending training a WTCWA representative can create a USI on 
behalf of the learner. The learner is required to complete an ‘USI Application and Verification Form’ providing 
approval for WTCWA to create the USI on behalf of the individual.  

What to bring 
Things you should consider bringing to the training session are: 

• Mandatory - Identification (ID) e.g. Australian Driver’s Licence, Australian Passport (current), 
Medicare card, Citizenship Certificate, Australian Birth Certificate or Australian entry visa or 
Immicard). 

• Mandatory – Unique Student Identifier 
• Notebook, pens, markers and highlighters, glasses if required. 
• Positive ‘can do’ attitude; an understanding that safety is everyone’s responsibility. 

Medical 
If you have any medical issues with your health, please ensure you bring enough supply for the duration of 
your course. Also note, you should advise your trainer of your condition if serious enough. 
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For High Risk Work Licence (HRWL – new, renewal, interstate or lost) courses only, you MUST 
bring: 

• 2 x recent colour passport size and quality photographs of yourself 
• Proof of identification (see table for more details) 

You can 
• Have all your identification documents (ID), certificates and qualifications (original or copies that will 

form part of your HRWL application) witnessed and certified by WTCWA trainers  
• All copies of identification documents need to be certified by an authorised witness.  

 
 

Proof of Identification 
WorkSafe requires that all licence applications are accompanied by two (2) forms of identity 
documents, one (1) type of primary identification and one (1) type of secondary identification. 
Primary Secondary 

• An Australian passport (expired no more 
than two years); 

• An original birth certificate or a certified 
copy; 

• A photographic driver’s licence issued by 
any Australian licensing authority; 

• A current overseas passport; 
• An Australian citizenship or naturalisation 

document or immigration card; 
• A valid High Risk Work Licence. 

 

• A current entitlement card issued by a 
Commonwealth Government department 
(for example, a Medicare card or a Pension 
card); 

• A current credit card or ATM access card 
issued by a financial institution; 

• A passbook or account statement from a 
bank, or credit union not more than 12 
months old; 

• A telephone, gas or electricity account not 
more than 12 months old; 

• A water or local rate notice or land 
valuation notice not more than two years 
old. 
 

Applications will not be accepted if inadequate identification is provided and is NOT certified as 
detailed above. 

Dress Code 
Clothing and attire should be clean, tidy and in good repair.  
 
Clothing that is not to be worn are: 
Thongs, stiletto & heels, singlet tops, tops displaying the midriff, short shorts or short skirts, clothing or 
personal adornments and visible tattoos that may offensively be displaying images and/ or wording.  
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Courses  Suitable clothing 
• Confined space and gas testing 
• Working at heights 
• Workplace emergency and fire 

training 

• Enclosed shoes (sneakers or safety boots)  
• Long pants (non-flammable); 
• Short or long-sleeved shirt (preferably high visibility) 

 

• Dogging 
• Elevating work platform  
• Forklift truck 
• Non-slewing mobile crane (CN) 
• Rigging  
• Scaffolding  
• Slewing Mobile Crane (C6) 
• Skid steer 
• Telehandler 
• Gantry or overhead crane 

• Enclosed shoes (safety boots only no sneakers) 
• Long pants (non-flammable) 
• Short or long-sleeved shirt (preferably high visibility) 

 

 
Note – if a learner does not have their own high visibility shirt/jacket, CWA will provide one.  
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Lunch Facilities 
WTCWA has available: 

• Tea and coffee making facilities 
• Fridges and microwaves 

 
If you would like to purchase food; a lunch van visits twice a day where you can purchase pies, sandwiches, 
cookies yoghurt, drinks and more. 

Assessment 
WTCWA assessments and assessment methods will ensure that we: 

• Focus on the application of the skill and knowledge as required in the workplace, including: 
o Task skills (doing the job) 
o Task management skills (managing the job) 
o Contingency management skills (what happens if something goes wrong) 
o Job Role environments skills (managing your job and its interaction with others around you) 

• We will ensure that we assess you in sufficient detail to ensure that we can determine that you have 
attained competency. 

• Staff are available, to discuss and provide limited professional advice as to the outcomes of the 
assessment process and guidance on future options. 

• All assessment tasks must consider any language and literacy issues, cultural issues or any other 
individual needs related to the assessment. 

• Re-assessment is available on appeal (see further details in the appeal process section). 

Evidence for Assessment 
Evidence is the provision of examples of workplace documentation, answers to written questions and/or 
completed checklists supplied by you (the learner) to the assessor to demonstrate they meet the 
requirements stipulated by the competency standard. Based on the evidence you have provided, which 
matches the standard, the assessor is able to infer competence.  
 
Providing evidence is not simply a matter of gathering as much evidence as possible and leaving it to the 
assessor to sort out. You must provide annotations to demonstrate how the evidence is relevant to the 
competency, and why the specific examples have been included. 
 
The types of evidence that you may be required to submit can include, but not limited to:  

• Written/oral questions • Third party reports 
• Examples of work • Observation checklists 
• Portfolio • Self-assessments 
• Scenario • Finished products 
• Work journals  
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Results 
Most assessments in schools and universities is criteria based. This type of assessment judges how well you 
can do something and awards a grade (e.g. A – E or 1 - 5). However, for your VET units of competency you 
will not receive a grade. You are assessed as either competent or not yet competent in the learning outcomes 
that make up each module, and you will be given more than one opportunity to achieve competency. 
 
A good comparison is with a Driver’s License. This does not grade your ability as a driver – it simply shows 
that you are competent to drive. If you don’t pass your first test you can try again until you do. Competencies 
are often assessed in the workplace or in a simulated workplace environment. 

Re-assessment 
Candidates are provided a maximum three (3) attempts in which to achieve competency: 

• Attempt 1 written;  
• Attempt 2 resubmit or verbal; and 
• Attempt 3 re-submit or verbal.  

 
Feedback, coaching, assistance and support will be provided by the Trainer/Assessor as and when required. 
 
High Risk work licence courses only, as prescribed by Worksafe WA: 
All candidates must be provided with an opportunity for reassessment when they have been assessed as 
“not yet competent” on all or part of the assessment.  
 
Verbal confirmations undertaken during the initial assessment event do not constitute a “re-assessment”.  
 
The assessor and the candidate need to discuss the assessment outcome and decide on the appropriate 
course of action to be undertaken by the candidate prior to a re-assessment. This may include:  

• Further training; and/or  
• Further workplace experience.  
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Issuing of Certificates/Statement of Attainment 
A Testamur is awarded to an individual when all units of competency of a nationally accredited qualification 
are successfully completed. 
 
A ‘Statement of Attainment’ is awarded to an individual on successful completion towards a nationally 
accredited unit of competency.  
 

 Entered on SMS Certificate Issued 
Testamur 5 days from receipt of 

evidence for assessment 
10 days from receipt of 
final assessment 

Statement of Attainment 
(short course – where assessment is 
completed in learner’s own time) 

5 days from receipt of 
evidence for assessment 

10 days from receipt of 
evidence for assessment 

Statement of Attainment 
(short course – where assessment is 
completed in-class)  

Same day Same day 

Statement of Attainment  
(course cancellation/withdraw)  

5 days from receipt of written 
notice from the learner 

10 days from receipt of 
written notice from the 
learner 

Certificate of Participation 
(non-accredited courses and where 
attended course, but no assessment 
submitted) 

Same day Same day 

 
Note – No Statement of Attainment or Testamur can be generated or distributed prior to a learner providing 
their unique student identifier (USI) to a WTCWA representative and the USI number recorded in Job Ready.  
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Access and Equity Policy  
Scope 
Workforce Training Centre WA (WTCWA) is committed to providing training and assessment services to 
learners that is free from discrimination. WTCWA will assist learners to identify if assistance is required and if 
applicable provide support services.  
 
Objective 
This policy is for students who are enrolled, or intend to enrol, in a course and so WTCWA personnel can 
identify how support can be provided.  
 
Definitions 
Access - generally refers to the ability to enter training. Improving access might include improving physical 
access to a training venue, ensuring that selection criteria does not discriminate against clients, adapting 
marketing activities to encourage all clients and so on. Access issues form a sub-set within equity issues. 
Equity - in this context means equality of access to, and potentially equal outcomes from training regardless 
of the individual's circumstances, background and identity. Equity is not treating everyone the same. It is 
about ensuring that all people and all groups of people participate, have the opportunity to reach their 
potential, make choices and receive responsive and appropriate products and services.  
Diversity – can be defined as human and social differences such as; geographic boundaries, familiarity with 
the English language, education background and experiences, gender, socio-economic status, family, social 
and lifestyle factors, demographic considerations, including age, familiarity with technological factors, 
impairments including physical, sensory, intellectual, psychological and psychiatric. 
 
Policy 
WTCWA believes that as an employer and Registered Training Organisation it has a responsibility to eliminate 
any source of discrimination based on any factors not related to work or learner performance. 
 
Enrolment to Suitable Courses  
Some courses on scope are not suitable for everyone: 

• Persons with a disability. For instance, a wheelchair bound person cannot enrol in a rigging or 
scaffolding course due to the physical requirements.  

• English as a second language. Some courses require learners to speak and understand the English 
language so they are able to safely communicate while completing high risk tasks, such as High Risk 
Work Licence courses.  

Individuals will be treated with the upmost respect when explaining why their enrolment cannot proceed.  
 
Working with Children 
WTCWA will not enrol a person under the age of 18. Should WTCWA need to enrol a person under the age of 
18; the Trainer/Assessor will apply for a Working with Children’s Check (WWC) prior to services being 
provided.  
 
Identifying Educational and Support Services 
In accordance with the Standards for RTOs 2015, at a minimum, support should include: 
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• Identifying requirements (such as literacy, numeracy, English language or physical capabilities) by 
asking a learner to complete underpinning knowledge questions and/or utilise Precision Consultancy 
tools relevant to the course being undertaken; and 

• Developing strategies to make support available where gaps are identified. 
 

Support Services 
General support provided by WTCWA can include; 

• Qualified trainers/assessors and staff to answers queries; 
• Adequate time to practice skills and knowledge prior to assessment; 
• Contacting the industry skills council; 
• Feedback prior to and post assessment;  
• Creating a training plan (this could include employer support); and/or 
• Amending resources to meet learner needs (e.g. using an increased font size for resources).  

 
Language literacy and numeracy requirements by contacting: 

• Reading and writing hotline; 
• Learning Difficulties Australia; and/or 
• Adult Literacy Innovation Project (Western Australia). 

 
Information technology (IT) skills and access; 

• Print resources (as applicable); 
• Provide access to a computer/laptop; and/or 
• Support on how to use programs/functions. 

 
Physical disability: 

• Access to buildings and other facilities; and/or 
• Access to information (i.e. information is provided in a suitable format). 

 
Reasonable Adjustment 
Reasonable adjustment can be provided for learners with special needs which, if not provided for, might put 
the learner at a disadvantage. Reasonable adjustment could include, but not be limited to;  

• Oral questioning in place of written questioning,  
• Educational support as identified above (general support, LLN, IT and physical disabilities);  
• Individual assessment conditions such as enlarged print materials, additional training resources;  
• Contextualising portfolio assessment tasks to their individual situation; and/or  
• Additional time for assessment.  

 
Issues and Grievances 
If a learner has a complaint; refer to the Issue/Grievance/Assessment appeal policy for more information. 
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Legislation 
The WTCWA undertakes to uphold Commonwealth and State legislation, including: 

• Standards for RTOs 2015 
• Commonwealth Disability Discrimination Act 1992 
• Commonwealth Human Rights and Equal Opportunity Act 1986 
• Commonwealth Racial Discrimination Act 1975 
• Commonwealth Sex Discrimination Act 1984. 
• Commonwealth Equal Opportunity Act 1987 
• WA Equal Opportunity Act 

Privacy and Confidentiality Policy 
Scope  
Workforce Training Centre WA (WTCWA) respects the privacy of individuals whose personal information is 
collected and used during business. This policy is for WTCWA employees, contractors and learners.  
 
Objective 
WTCWA is committed to and abides by the requirements of the Privacy Act 1988. WTCWA will collect and 
use personal information about learners and employees; this policy sets out what information will be 
collected, how it will be used, how an individual can access their own information, where it is stored and 
complaints handling.  
 
Policy 
All WTCWA personnel are required to sign a confidentiality agreement that states that they will ensure 
information is private and confidential. 
 
Anonymity 
It is not legal or practicable for WTCWA to provide training/assessment services without requiring learner 
identification. Any privacy concerns for a client’s information or records should be discussed with the 
Compliance Manager. 
 
Collection 
WTCWA will only collect personal information that is necessary for one or more of its functions or activities. 
WTCWA will only collect personal information by lawful and fair means and not in an unreasonably intrusive 
way.   
 
Personal information could include; name, address, phone number, date of birth, gender, ethnic origin, 
passport or driver licence number, Medicare number, citizenship certificate, Australian birth certificate, 
Australian entry visa or Immicard, banking or credit card details, tax file number, health and impairment 
information, emergency contact details, photographs, criminal history, academic history, IT access codes, 
employment details and information about special needs. 
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WTCWA will collect information through completed forms (physical and online), as part of the enrolment or 
registration process and/or from third parties (e.g. employers enrolling on learner behalf).  
 
WTCWA will not collect personal information unless: 

• With the individuals consent; 
• If required or authorized by Australian law or court/tribunal order; and/or 
• An exemption exists under the Privacy Act.  

As a registered training organisation, WTCWA needs to sight and collect a range of evidence for assessment 
to deem candidates competent in their courses. In some cases, this requires the sighting of confidential client 
information/details/records/processes to confirm competency.  WTCWA personnel are bound by the Privacy 
Act; this Privacy Policy; and sign a confidentiality agreement. Corporate information supplied as evidence will 
not be discussed or shared and all records are secure and confidential) Where possible, learners can provide 
evidence that is non-confidential, or they can supply ‘mock’ or ‘example’ documentation, rather than actual 
client information). 
 
Use and Disclosure 
WTCWA will only use or disclose personal information about an individual when the individual has consented 
to the use or disclosure. WTCWA may use or disclose personal information: 

• For the purpose for which it was collected; 
• For a secondary purpose related to the primary purpose, where the individual would reasonably 

expect their information to be used or disclosed; 
• With the individuals consent; 
• To government departments and agencies to satisfy reporting requirements; and 
• To external service providers to allow service to be provided (e.g. software licences). 

 
Data Quality 
WTCWA will take reasonable steps to make sure that the personal information it collects, uses or discloses is 
accurate, complete and up-to-date. 
 
Data Security 
WTCWA will take reasonable steps to protect the personal information it holds from misuse and loss and 
from unauthorised access, modification or disclosure.  WTCWA will take reasonable steps to destroy or 
permanently identify personal information if it is no longer needed for any purpose for which the 
information may be used. 
 
All computer systems require a person to have a licence and access levels assigned; this restricts what the 
user can access (see) unless it is relevant to their work role.  
 
Physical documentation is destroyed using confidential waste bins (bins are locked, and documents 
destroyed using an approved method).  
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Access and Correction 
Personal information held by WTCWA about an individual, will be provided to the individual on request, in a 
form or manner suitable to the individual’s reasonable needs. Access to personal information may be refused 
if the release of personal information would conflict with existing legislative requirements of policy.  
 
WTCWA will take all reasonable measures to amend or remove personal information if it can be proved to be 
incorrect.  
Privacy of Network Communications 
When installing, operating, or maintaining its computer network and systems; WTCWA will take whatever 
measures are practicable, or are required by law, to ensure the privacy of communications passing over its 
network. 
 
New Services and Developments 
WTCWA will consider the privacy impact of new business processes and services before they are introduced. 
 
Complaints 
Individuals have the right to complain if they feel WTCWA has acted in any way that is in breach of this 
policy. Refer to the Issue Grievance Assessment Appeal Policy for more information.    
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Fees Charges and Refunds Policy 
Scope 
This policy sets out the circumstances, conditions, fees, charges and/or refund, an existing or potential 
candidate may incur. Workforce Training Centre WA (WTCWA) will ensure compliance with the Australian 
Consumer Law 2010 and Competition and Consumer Act 2010 when providing training and assessment 
services.  
  
Objective 
This policy sets out how and when a candidate pays for training and assessment services provided by WTCWA 
and if applicable how a refund will be issued.  
 
Standards for Registered Training Organisation 2015 
As per RTO standards, clause 7.3: WTCWA cannot accept payment of more than $1500.00 (per course) from 
each individual student prior to commencement; the RTO may require payment of additional fees in advance 
from the student but only such that at any given time the total amount required to be paid, which is 
attributable to tuition or other services yet to be delivered to the student, does not exceed $1500.00.  
 
Policy 
The WTCWA Fees, Charges and Refunds Policy is enacted with due consideration for learner rights and 
obligations under statutory and common law, and the rights and obligations of WTCWA as an ethical, 
commercially sustainable business. 
 
Course Fees 
Course fees are documented in the WTCWA Business Plan and accessible via the website.  
 
An invoice will be emailed to the candidate at the time of initial enrolment into the course and an eftpos or 
cash receipt issued once payment has been received.  
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Charges  
The following additional charges may be applicable: 

Charge Condition Cost 
Replacement of 
Certificate and/or 
Training Cards 

Post reprinted of certificate/s and/or training card/s 
Email or pick up reprinted certificate/s and/or training card/s 

$25 incl. GST 
$15 incl. GST 

Additional learning 
resources 

Re-print and post a learner guide (hard copy) 
 

$25 incl. GST 
 

Course fee  See WTCWA Business Plan or website for course cost Course fee 
Recognition of Prior 
Learning (RPL) 

The process of assessing evidence submitted for RPL. No charge 
for discussing or reviewing the application form. 

$150 per hour 
No GST 

Re-assessment If the candidate has not achieved competence and has exceeded 
several attempts (3) at assessment  

$150 per hour 
No GST 

Credit Transfer Unit of Competency code is the same  
Credit transfer including mapping minor changes to the unit of 
competency between superseded codes 

No charge 
$50 incl. GST 

Verification of 
Competency (VOC) 

VOC conducted during a course: 
WTCWA paperwork 

 
$75 No GST 

Respiratory Mask Fit 
Test 

Per person rate 
Bulk rate, per person (5 or more) 

$55 + GST 
$36 + GST 

WorkSafe Fee  WorkSafe application Fee; new licence  
WorkSafe application fee; amendment to licence  

$95 no GST  
$74.55 no GST 

 
Payment Method 
Payments can be made via the following methods: 

• Cash 
• Card - cheque, savings or credit accounts (please note only Visa and MasterCard are accepted, Amex 

and Diners will not be accepted) 
• Direct deposit (payment must be received 24 hours in advance and a remittance advice emailed to 

admin@wtcwa.com.au) or 
• Business account (to approved businesses only). 

 
Refunds 
Refer to the Deferral, Suspension and Cancellation of Enrolment Policy for information about when a refund 
will be approved. 
 
Candidates are required to submit a ‘Refund Request’ form with all applicable details recorded.  
 
If a refund has been approved the following will take place: 

• Monies will ONLY be returned to the original person or organisation that paid; and 
• A refund will be direct deposited into the nominated bank account (banking details provided on the 

Refund Request form). 
Note - Refunds will not be issued for unsuccessful applications for RPL.  
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Issue, Grievance Assessment Appeal Policy 
Scope 
All Workforce Training Centre WA (WTCWA) personnel and learners have the right to have an environment 
free from bullying, harassment and discrimination. Personnel and learners have the right to submit a claim 
and for that claim to be investigated, and if applicable action taken. All issues, grievances and/or assessment 
appeals claims will be processed in a fair, reasonable and unbiased manner.  
 
Objective 
This policy sets out the procedure to follow when an issue, grievance or assessment appeal is received.  
 
Policy 
Issue/Grievance 
If a WTCWA employee or a learner is experiencing bullying, harassment, discrimination or is experiencing an 
issue or have a grievance with another person the following steps are to be followed: 

1. Address the issue/grievance with the person responsible (if you feel comfortable to do so); 
2. Discuss the issue/grievance with the trainer/assessor (if you feel comfortable to do so); 
3. If still not resolved, contact the Training Supervisor; 
4. Should the issue/grievance still not be resolved the Training Supervisor will: 

a) Forward a copy of the Issues/Grievance/Assessment Appeal Application Form to the person 
who made the complaint. The complainant is required to complete the application form and 
it must be submitted within 7 days of receipt.  Appeals can be lodged by email:  
assessment@WTCWA.com.au, or forwarded to  
Compliance Manager 
10 Tilli Place 
Welshpool WA 6106 

b) Upon return of the completed application form an interview will be arranged (within one 
month of receipt of the application form). The purpose of the interview is to resolve the 
issue by any of the following methods: 

• No further action 
• Written apology 
• Refund of any monies paid 
• Provision of same service without cost 
• Provision of same service without cost with another provider 
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Assessment Appeal 
Learners have the right to challenge the assessment decision made by the assessor on a unit of competence.  
The following steps are to be followed if a candidate wishes to exercise this right: 

1. The candidate should first discuss with the assessor any concerns regarding assessment decisions.  
2. If the candidate remains dissatisfied, contact should be made with the Compliance Manager. 
3. Should the issue not be resolved at this stage, the Compliance Manager will: 

a) Forward a copy of the Issues/Grievance/Assessment Appeal Application Form to the 
candidate.  The candidate is required to return the completed form within 7 days of receipt. 
Appeals can be lodged by email:  assessment@WTCWA.com.au, or forwarded to  
Compliance Manager 
10 Tilli Place 
Welshpool WA 6106 

b) Upon return of the completed application form an interview will be arranged with the 
candidate, within one month of receipt of the application form to discuss the issue. The 
purpose of the interview is to resolve the issue by any of the following methods: 
• No further action 
• Written apology 
• Refund of any monies paid 
• Provision of same service without cost 
• Provision of same service without cost with another provider 

4. The Compliance Manager shall be responsible for providing a written statement of the outcome and 
reasons to the person/s involved. 

5. A copy of all documentation is to be stored on the learners file. 
 
Support Person 
WTCWA welcomes the inclusion of a support person in any claim/appeal discussions; if the person 
submitting the claim/appeal feels it necessary.  
 
Independent Review 
If the resolution is not satisfactorily resolved, WTCWA will involve a third-party mediator.  
 
Issue/Grievance Taking Longer than 60 days 
WTCWA endeavours to resolve all claims/appeals within 60 days and keep the candidate informed 
throughout the process. Where WTCWA anticipates that a complaint/appeal will take more than 60 days to 
resolve, the candidate will be advised in writing including reasons for the time taken. WTCWA will update the 
candidate on the progress of the claim/appeal until it is resolved.  
 
Continuous Improvement 
A review of all claims/appeals will take place and if applicable, opportunities for continuous improvement be 
added to the continuous improvement process.  
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Deferral, Suspension, Cancellation of Enrolment Policy 
Scope 
Workforce Training Centre WA (WTCWA) is obligated to inform learners intending to enrol in a course, 
about the grounds on which a learner’s enrolment may be deferred, suspended or cancelled. 
 
Objective 
This policy provides information about how WTCWA or a learner might defer, suspend or cancel enrolment 
of studies.  
 
Definition 
Defer: put off (an action or event) to a later time; postpone. The request is submitted by the learner prior to 
commencement of the course. 
 
Leave of absence: the period during which you are absent from work or duty. The request is submitted by 
the learner requesting to temporarily postpone enrolment after the commencement of study. 
 
Suspension: the temporary prevention of something from continuing or being in force or effect. The course 
is suspended for a period, after which the learner may recommence study. 
 
Cancellation: the action of cancelling something that has been arranged or planned. Cancellation is the 
permanent termination of the learner’s enrolment and the learner’s status is recorded as ‘cancelled’. 
 
Compassionate or compelling circumstances: are generally those beyond the control of the learner and 
which have an impact upon the learner’s course progress or wellbeing. These could include, but not limited 
to: 

• Serious illness or injury, where a medical certificate states that the learner was unable to attend 
classes/assessment; 

• Bereavement of close family members such as children, parents or grandparents (a copy of the death 
certificate may be requested); 

• Major political upheaval; or natural disaster at the home and has impacted on the leaner’s studies; 
• A traumatic experience which could include: 

o Involvement in, or witnessing of a serious accident; or 
o Witnessing or being the victim of a serious crime. 

 (A copy of a police and/or psychologists’ report may be requested).  
 
Policy 
The Compliance Manager will review all applications for deferral, suspension or cancellation of enrolment. 
Refer to the below tables for processing timeframes. Applications required in writing are to be emailed to 
admin@WTCWA.com.au. A copy of all documentation will be stored on the learner’s file.  
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Deferral or Suspension of Studies initiated by the learner 
A learner or its employer can apply for a deferral or suspension of studies. 

Timeframe Action 
More than 48 hours prior 
to course 

Notification by phone or email 
Deferral will be approved 
No extra cost 

24-48 hours prior to 
course 

Notification by phone or email 
Option to find an alternate candidate (written notification required) 
Deferral will be approved 
No extra cost 

0-24 hours prior to 
course 

Each case needs to be evaluated, written notification required. 
Approval given for compassionate and compelling circumstances. 
Approval given for alternate candidate to attend. 
If none of the above, refer to cancellation 

 
Note deferral of studies - Where a learner needs to take a break from their studies but does not have 
compassionate or compelling circumstances as defined above, the learner must withdraw and re-schedule 
the course later and suitable to WTCWA and the learner. 
 
Cancellation of Studies/Withdrawal from All Studies 
Cancellation initiated by the learner 

Timeframe Action 
More than 48 
hours prior to 
course 

Notification by phone or email 
Cancellation will be approved 
100% course cost returned (business and operational courses) 

24-48 hours prior 
to course 

Written notification required  
Option to find an alternate candidate (written notification required) – no extra 
cost 
Business Course – 50% fee will be charged  
Operational Course - 100% fee will be charged 

0-24 hours prior to 
course 

Each individual case will be evaluated 
Approval given for compassionate and compelling circumstances (note - 
birthdays and weddings will not be approved; religious events will be 
approved) 
Written notification required with evidence if cancellation approved 
Cancellation approved - 100% course cost returned (business and operational 
courses) 
Cancellation not approved – no refund issued (business and operational 
courses) 
No show to training – no refund issued (business and operational courses) 
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Deferral, Suspension or Cancellation of Studies initiated by WTCWA 
If WTCWA is required to defer, suspend or cancel a course where there are enrolments recorded for that 
course; a WTCWA representative will contact the learner at the earliest convenience and offer alternative 
dates for that course. Should WTCWA not be able to offer a suitable date to the learner; a refund for any 
prepaid money will be issued. Refer to the fees, charges and refund policy for more information.    
 
WTCWA has the right to defer or suspend a learners’ enrolment on the following grounds: 

• Compassionate or compelling circumstances supported by evidence; and 
• Disciplinary reasons, the learner breaches any WTCWA policy. 

 
WTCWA has the right to cancel a leaner’s enrolment for the following reasons: 

• Disciplinary reasons, the learner breaches any WTCWA policies and procedures; 
• Non-payment of fees; 
• Learner is deceased; 
• Non-commencement of studies, and where they have not notified WTCWA in writing within the 

specified time frames;  
• The learner requested deferment, but there were no compassionate or compelling reasons for 

granting a deferment; and 
• The learner has not completed his/her course and does not return to studies and has not notified 

WTCWA.  
 
WTCWA may cancel a course for reasons such as, but not limited to: 

• Insufficient numbers for the course; 
• Unavailability of trainer/assessor due to illness or leave; and/or 
• Unavailability of facilities and/or equipment due to unforeseen circumstances.  

 
Refunds 
If a refund has been approved; please see the ‘Fees, Charges and Refunds Policy’ for information about how 
the refund will be processed.  
 
Continuous Improvement 
All deferral, suspension and/or cancellation of enrolments will be recorded on the continuous improvement 
register and will be reviewed at the next meeting. WTCWA will evaluate the following for each case: 

• Reason for deferral, suspension or cancellation 
• What was the level of client service provided; good/bad? 
• Could it have been prevented? 
• What was done well and what can we do better? 
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Plagiarism Policy 
Scope 
This policy is for candidates who are enrolled in a course with Workforce Training Centre WA (WTCWA) and 
the policy around plagiarism of evidence submitted for assessment.  
 
Objective 
This policy sets out what ‘plagiarism’ is and the consequences when a candidate has submitted evidence for 
assessment that have been plagiarised.  
 
Policy 
Plagiarism is the broad term referring to the practice of using someone else’s ideas or work and presenting 
them as your own. Plagiarism is a form of cheating and is not condoned at WTCWA.  
 
Acts of plagiarism may include, but not limited to: 

• Copying the work of another learner, whether the learner is in the same class, from a previous class 
or from another Registered Training Organisation (RTO); 

• Copying any section, no matter how brief, from a book, journal, article or other written or electronic 
source, without duly acknowledging it as a quotation; 

• Copying any map, diagram, table or figures without duly acknowledging the source; 
• Paraphrasing or otherwise using the ideas of another author (verbal, written or electronic) without 

due acknowledgement; and 
• Claiming someone else’s practical work for an observation assessment. 

 
Where plagiarism is suspected, the matter shall be communicated to the Compliance Manager. If plagiarism 
has in fact occurred, disciplinary action will take place which may include: 

• Re-doing the assessment;  
• Cancellation of enrolment; and/or  
• In severe cases a fine.  
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RPL and Credit Transfer Policy 
Scope 
The policy is applicable to prospective and current learners enrolled in Workforce Training Centre WA 
(WTCWA) courses. The policy applies to Australian Qualifications Framework (AQF) accredited courses and 
qualifications. 
 
Objective 
Candidates are not required to repeat any unit or module in which they have already been assessed as 
competent (unless a regulatory or licence condition requires this). This policy outlines WTCWA commitment 
to providing recognition of prior learning (RPL) and credit transfer.  
 
Policy  
Recognition of Prior Learning (RPL) 
Recognition of prior learning is an assessment process that involves assessment of an individual’s relevant prior 
learning (including formal, informal and non-formal learning) to determine the credit outcomes of an individual 
application for credit. 

• WTCWA is not obliged to issue a testamur and/or statement of attainment that is achieved wholly 
through RPL at another RTO. Written confirmation will be provided should this occur.  

• Candidates applying for RPL; submit requests using the ‘Recognition of Prior Learning Application 
Form’.  

• Consideration of prior learning shall focus on the relevance of the prior learning to the underpinning 
skills and knowledge of the unit of competency (UOC) and not on how or where the prior learning 
occurred. WTCWA will recognise relevant learning acquired whether through: 

o Study towards formally recognised qualifications (academic programs and courses 
undertaken at Higher Education institutions such as an Australian University or overseas 
University, Technical and Further Education (TAFE) Institutions or other Registered Training 
Organisations (RTO); 

o Courses provided by professional bodies, voluntary organisations, enterprises, private 
educational institutions, trade unions and government agencies; 

o Work or other forms of practical experience; and/or 
o Life experience. 

• Evidence submitted by the learner to support the RPL application must meet the rules of evidence 
(valid, current, enough and authentic) and principles of assessment (valid, reliable, fair and flexible); 

• A charge for the consideration of prior learning will be applied to all applications; 
• Processes for the consideration of prior learning shall include an appeal mechanism; and 
• No refunds are applicable for unsuccessful applications for RPL. 
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Credit Transfer 
Credit transfer is a process that provides students with agreed and consistent credit outcomes for components 
of a qualification based on identified equivalence in content and learning outcomes between matched 
qualifications. 

• WTCWA will recognise and accept any Australian Qualifications Framework (AQF) testamur and/or 
Statement of Attainment that is issued by other RTOs. Credit shall be given for modules or units of 
competency for which an original official testamur or Statement of Attainment is produced; 

• WTCWA will identify licensing and regulatory requirements that may prevent a unit or module being 
awarded through credit transfer; 

• A copy of the testamur and/or statement of attainment issued by another RTO’s will be stored;  
• WTCWA will contact the RTO where the original testamur and/or statement of attainment is issued 

to validate its authenticity; and 
• Eligibility for credit shall not guarantee a place in the WTCWA course in which credit would be 

available. 
 
This policy should be read in conjunction with: 

• Fees, Charges and Refunds Policy;  
• Issue/Grievance/Assessment Appeal Policy; and 
• Learning and Assessment Strategy.  
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Health and Safety Policy 
Scope 
The purpose of the Health and Safety Policy is to outline the commitment of Workforce Training Centre WA 
(WTCWA), to promote and conduct business that ensures the health and safety of all its personnel and 
learners, tools and equipment.  
 
Objective 
Health, Safety, Environment and Quality (HSEQ) is an essential component to long term success providing for 
the health and safety of our personnel and learners. Through continuous improvement, a positive culture 
and strong core values WTCWA strives to achieve our goal of zero harm.  
 
Policy 
WTCWA is committed to do the following:  

• Promoting a positive culture relating to safety, health and wellbeing of all personnel and learners; 
• Prevent injuries and illnesses throughout the workplace; 
• Complying with governing legislative requirements, organisational policies and procedures and if 

applicable client policies and procedures; 
• Defining clear HSEQ accountabilities and responsibilities for all personnel; 
• Continually improving health and safety by establishing and reviewing measurable objectives & 

targets; 
• Continually striving to improve our performance and the effectiveness of our HSEQ systems through 

consultation, communication and co-operation with personnel, clients and learners; 
• Identifying and providing appropriate training and awareness to all relevant personnel; 
• Implementing a risk management system to identify and control HSEQ risks; 
• Meeting our HSEQ obligations within the community in which we operate; 
• Upholding fundamental human rights and respecting the traditional rights of indigenous people 

when conducting our business; and 
• Providing adequate resources to fulfil the aim of this policy. 
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Fitness for Work Policy 
Scope 
The purpose of the Fitness for Work Policy is to specify the process to ensure that all personnel and learners 
are ‘fit for work’ whilst conducting work activities or learning and assessment with Workforce Training 
Centre WA (WTCWA).  
 
Objective 
WTCWA is committed to ensuring that all personnel and learners are ‘fit for work’ in accordance with 
relevant legislation and principles.  
 
WTCWA is committed to ensuring the safety and health of its employees and learners and considers this 
paramount to maintaining a successful business. Through continuous improvement, positive culture and 
strong core values we shall aim to achieve our goal of zero harm to people, assets and the environment.  
 
Definition 
Fit for work 
For this policy, ‘Fit for Work’ means that personnel and learners are suitable, physically, mentally and 
emotionally to allow them to perform their assigned employment duties in a way that does not impact or 
threaten their own or the health, safety and wellbeing of others. It is the individual’s responsibility to 
manage personal factors which may affect their ‘Fitness for Work’. 
 
Policy 
The Authorised Person and personnel are required to determine everyone’s fitness for work through 
observation or recognised methods of testing.  
 
All prospective personnel shall be required to undergo pre-employment testing to determine fitness for work 
capabilities, inclusive of drug and alcohol testing. 
 
In support of this policy, WTCWA shall always comply with the Health and Safety Policy to maintain a safe 
work environment that recognises the need to ensure fitness of personnel and learners to undertake their 
work duties. 
 
A range of strategies shall be utilised in accordance with relevant legislation and Codes of Practice to monitor 
personnel fitness for work, inclusive of, though not limited to: 

• Drug and alcohol testing; 
• Personal fitness for work risk assessments ‘Personal Fitness for Work Risk Assessment’; and 
• Hydration Testing. 

 
In the circumstances where an individual renders themself unfit for work from factors that are within their 
control, the matter shall be dealt with in accordance with relevant WTCWA documented procedures. 
 
This policy shall be communicated to all WTCWA personnel and learners and shall be made available to 
contractors, clients, visitors and the public. 
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Management is committed to this policy and shall complete regular reviews to ensure it remains relevant 
and appropriate to the business. 
 

USI Privacy Statement 
If you do not already have a Unique Student Identifier (USI) and you want Workforce Training Centre WA 
(WTCWA) to apply for a USI to the Student Identifiers Registrar (Registrar) on your behalf, WTCWA will 
provide the following personal information:  

• Your name, including given name(s), middle name(s) and surname(s) as they appear in an 
identification document;  

• Your date of birth, as it appears, in the chosen document of identity;  
• Your city or town of birth;  
• Your country of birth;  
• Your gender; and  
• Your contact details.  

When we apply for a USI on your behalf the Registrar will verify your identity. The Registrar will do so 
through the Document Verification Service (DVS) managed by the Attorney-General's Department which is 
built into the USI online application process. You will be required to provide evidence of relevant 
documentation such as a Medicare card, birth certificate, driver licence, Australian passport, citizenship 
document, certificate of registration by descent, ImmiCard or Australian entry visa.  
 
If you do not have a document suitable for the DVS and we are authorised to do so by the Registrar, we may 
be able to verify your identity by other means. If you do not have any of the identity documents mentioned 
above, and we are not authorised by the Registrar to verify your identity by other means, we cannot apply 
for a USI on your behalf and you should contact the Student Identifiers Registrar.  
 
In accordance with section 11 of the Student Identifiers Act 2014 Cth (SI Act), we will securely destroy 
personal information which we collect from you solely for applying for a USI on your behalf as soon as 
practicable after the USI application has been made or the information is no longer needed for that purpose, 
unless we are required by any law to retain it.  
 
The personal information about you that we provide to the Registrar, including your identity information, is 
protected by the Privacy Act 1988 Cth (Privacy Act). The collection use and disclosure of your USI are 
protected by the Student Identifiers Act.  
 
If you have asked WTCWA to apply for a USI on your behalf, WTCWA will have to declare that it has complied 
with the terms and conditions to be able to access the online USI portal and submit this application. WTCWA 
will issue you with a Privacy Notice that seeks your permission and informs you about the authority and 
purposes for collection of your personal information in relation to the application for a USI.  
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Privacy Notice 
You are advised and agree that you understand and consent that the personal information you provide to us 
in connection with your application for a USI:  

• Is collected by the Registrar for the purposes of:  
o Applying for, verifying and issuing a USI;  
o Resolving problems with a USI; and  
o Creating authenticated vocational education and training (VET) transcripts;  

• May be disclosed to:  
o Commonwealth and State/Territory government departments and agencies and statutory 

bodies performing functions relating to VET for:  
o The purposes of administering and auditing Vocational Education and Training (VET), VET 

providers and VET programs;  
o Education related policy and research purposes; and  
o To assist in determining eligibility for training subsidies;  

• VET Regulators to enable them to perform their VET regulatory functions;  
• VET Admission Bodies for the purposes of administering VET and VET programs;  
• Current and former Registered Training Organisations to enable them to deliver VET courses to the 

individual, meet their reporting obligations under the VET standards and government contracts and 
assist in determining eligibility for training subsidies;  

• Schools for the purposes of delivering VET courses to the individual and reporting on these courses;  
• The National Centre for Vocational Education Research for creating authenticated VET transcripts, 

resolving problems with USI’s and for the collection, preparation and auditing of national VET 
statistics;  

• Researchers for education and training related research purposes;  
• Any other person or agency that may be authorised or required by law to access the information;  
• Any entity contractually engaged by the Student Identifiers Registrar to assist in the performance of 

his or her functions in the administration of the USI system; and  
• Will not otherwise be disclosed without your consent unless authorised or required by law.  

 
You are advised and agree that when you give your USI to a Registered Training Organisations (RTOs), 
including WTCWA, they need your permission to locate and verify your USI, when they locate and verify your 
USI you will: 
• Receive a notice from the Registrar telling you that an RTO has located your USI 
• The RTO name included in the notice may be different to the name you are familiar with (e.g. it may  

be the RTO’s legal name or trading name) 
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Privacy Policies and Complaints  
You can find further information on how the Registrar collects, uses and discloses the personal information 
about you in the Registrar’s Privacy Policy or by contacting the Registrar by emailing usi@industry.gov.au  
The Registrar’s Privacy Policy contains information about how you may access and seek correction of the 
personal information held about you and how you may make a complaint about a breach of privacy by the 
Registrar in connection with the USI and how such complaints will be dealt with.  
You may also make a complaint to the Information Commissioner about an interference with privacy 
pursuant to the Privacy Act, which includes the following:  

• Misuse or interference of or unauthorised collection, use, access, modification or disclosure of USIs; 
and  

• A failure by WTCWA to destroy personal information collected by you only for applying for a USI on 
your behalf. 


