a

LaMon Interactive Systems

Student Handbook




Welcome
Welcome and thank you for choosing to enrol with LaMon Interactive Systems.

We are committed to helping you to successfully complete your studies, by providing a quality learning
experience.

This handbook has been designed to provide you with information on our policies and procedures that
may assist you while you are completing your training with us. This information is made available as a
requirement of Registered Training Organisation (RTO) compliance with the Australian Quality Training
Framework (AQTF)

Full details of LaMon Interactive Systems policies and procedures are available upon request.

On behalf of all staff, | wish you a successful and enjoyable course of study at LaMon Interactive
Systems.

Purpose:

This information (hand book) contains important details regarding how we work. It is used as a major
part of your induction into LaMon Interactive Systems training courses. Please read all of it, and ask
guestions about anything you do not understand.
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Who is LaMon Interactive Systems?

LaMon Interactive Systems is a specialist training and assessment Registered Training Organisation
(RTO) with its office and a training & assessment centre at Unit 2/77 Gordon Road Mandurah Western
Australia.

LaMon Interactive Systems mission statement sums up the company’s attitude:

“To provide quality training and assessment services to recognised national standards, responsively,
reliably, and flexibly to meet our client needs”

Courses and assessment services are offered during work hours, in the evenings, at weekends and,
where requested and appropriate, at the work place.

Instructors/assessors are highly trained and experienced in both instruction and assessment and hold, as
a minimum, Certificate IV Training and Assessment. In addition they bring to the classroom a wealth of
personal work experience in the construction industry.

Quality Management Focus

LaMon Interactive Systems has a commitment to providing a quality service and a focus on continuous
improvement. We value feedback from students, staff and employers for incorporation into future
programs.

Management of Administration and Educational Information

LaMon Interactive Systems has policies, procedures and management strategies, which ensure sound
financial and administrative practices. Management guarantees the organistation’s sound financial
position and safeguards student fee’s until used for training assessment. We have a refund procedure,
which is fair and equitable. Student records are managed securely and confidentially and are available
for student perusal on request.

Quality Assurance

LaMon Interactive Systems is a Quality Assured, Occupational Health and Safety Accredited and
Environmentally Accredited RTO, and demonstrates a focus on quality and consistency in the
development and provision of its services, products and operations.

Occupational Health and Safety

It is LaMon Interactive Systems policy to provide a safe and healthy working environment for all staff
and students. Please notify a LaMon Interactive Systems staff member immediately should an incident
or injury occur when attending training courses.
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Contacts:

Head Office:

Unit 2/77 Gordon Road Mandurah WA 6210
Telephone (08) 95819543 Fax (08) 9583 3847

Email: reception@skybell.com.au

Web: www.peelsafety.com.au

Postal Address: PO Box 3295 Mandurah East WA 6210
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What Qualifications do we offer?
Nationally Accredited Courses (RTO No 51692)
Qualifications:

Certificate Il in Business

Certificate Ill in Occupational Health and Safety
Certificate IV in Frontline Management

Certificate IV In Occupational Health and Safety
Diploma of Occupational Health and Safety

Advanced Diploma of Occupational Health and Safety
Certificate Ill Conservation and Land Management
Certificate IV Conservation and Land Management
Diploma Conservation and Land Management
Advanced Diploma Conservation and Land Management
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Certificate IV in Training and Assessment

Accredited Courses:

Course in Safety Awareness Training

Use civil construction hand and power tools

Work in Confined Spaces

Plant operations: including Excavator, Dozer, Backhoe, Loader, Tip truck, Roller etc
Operated Elevated Work Platforms

Operate a truck mounted loading crane

Perform Dogging

Perform Rigging

Scaffolding
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Operate a forklift
Please contact us for a full course list.

In addition, in-house specialist short courses are also available.
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Benefits of studying with LaMon Interactive Systems
The benefits of completing a nationally accredited course with LaMon Interactive Systems include:

9 The courses have been designed to assist you to furthering your career prospects

9 The courses are offered via flexible delivery including online, face to face & externally

9 Our trainers bring over 30 years of industry training to your studies and are specialists in their
fields.

9 Flexibility in training structuring offers course availability to those unable to attend scheduled
class due to fly in fly out & shift work rosters.

9 Nationally Accredited Qualifications and Statements that are verifiable.

Entry into Training Programs

Entry into LaMon Interactive Systems training programs is made on the basis of you being able to meet
the specified requirements which are set down for the programme for which you are applying;

Entry into WorkSafe training programs is made on the basis of you being able to meet the requirements
which are set down for LaMon Interactive Systems by WorkSafe Australia as minimum entry
requirements for operation of mobile, plant or equipment or High Risk Licensing.

LaMon Interactive Systems will ensure that these are explained to you and that you meet these
standards prior to your registration.

In all other respects, LaMon Interactive Systems provides places on a first in first served basis to ensure
fairness in access to training opportunities.

Details of the training programes, links to nationally recognised training, fees, units of competency,
content, assessment methods and certification are available to assist you.

Please refer to our website or ask our staff for details, we are available to discuss the criteria and
selection procedures for each training programme.

Enrolment into a training programme is not confirmed until such a time as receipt of completed
enrolment form and payment of course fees or a deposit has been received.

Applicants must fill in the required enrolment form, which must have a handwritten signature, not a
computer graphic signature.

An assigned trainer and assessor will support your learning, assist you with your training plan, assess
your work and help you with any questions or queries you may have.

Employability Skills Summaries for Training Package qualifications can be downloaded from the
following website: http://employabilityskills.training.com.au
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Student Number

After students have enrolled they will receive a student number. It is very important that students use

this student number throughout their studies. The student number is required on most forms, all

assignments, correspondence and the like.

If a student number has not been received please contact us to rectify the issue.

Student Records

Student results are recorded in both electronic and hard copy formats. These results are kept on file for

a period of 30 years after completion of the relevant course, as per AQTF requirements.

Pre ¢ Course Requirements

Participants must.................
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Be a minimum of 16 years of age; 18 years of age for WorkSafe WA courses

Were enclosed footwear whilst in training : Wear steel cap boots for WorkSafe WA training
Present ID at Enrolment (if applicable)

Bring in any current competencies ( if applicable)

Be able to read and understand the English language

Let us know if you have any medical problems we need to be aware of beforeyou commence
the course

What LaMon Interactive Systems Expects from You

We expect that you.................
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Work and interact in ways that demonstrate safety, integrity, communication and ethics
Submit your assessments to your Assessor when due

Attempt to meet all criteria in order to be deemed competent

Maintain a level of commitment to completing your training

Contact your Assessor if you have any worries or problems with the course so that they can be
resolved as quickly as possible

Attend all scheduled training class and study groups, if unable to attend contact us prior to class
to explain absence

Respect LaMon Interactive Systems materials and property

Ensure your student ID number is on all cover sheets of assignments submitted

If you feel your needs are not being met or you are dissatisfied with the assistance or service
that is being provided to you, contact our RTO Manager on: 9581 9534
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Flexible Learning & Assessment

Training can be delivered in a variety of ways depending on the individual needs of learners, including on
the job, flexible delivery, classroom based and Recognition of Prior Learning and Current Competencies.

We specialise in customising training resources to suit your workplace and individual requirements.

We seek feedback from all participants and our policy is to evaluate and improve all services on a
continual basis.

If you need any extra help and guidance, please discuss your needs with your trainer.

Recognition of Prior Learning (RPL)/ Current Competency (RCC)

LaMon Interactive Systems recognises applicant’s current abilities regardless of how, when or where
they were acquired, and students will not be required to take instruction in a module if they can
demonstrate that they have current competency in it. Abilities may have been learned through:

9 Experience on the job
9 In-service training and professional development
9 Any other informal way of learning

All competencies are assessed through RPL

Applicants must provide evidence that their skills are current, and that they have the necessary
knowledge, understanding and practical skill for the RPL assessment.

Applicants are assessed according to the same criteria as student’s taking classes, which may include
written work and /or practical work. Applicants who pass the assessment are not differentiated in any
way from those who took the same modules through formal education and the credentials are exactly
the same.

Recognition of Qualifications Issued by Other RTOs

LaMon Interactive Systems recognises AQF qualifications and Statement of Attainment issued by all
other RTO’s.

To apply for recognition, the applicant must provide:

9 The original AQF qualification or Statement of Attainments
9 A Certified True Copy, or, a duplicate issued by the originating RTO.

LaMon Interactive Systems may choose to verify the qualification or Statements of Attainment with the
originating RTO.
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Language, Literacy and Numeracy Support

All training materials, training programs and assessments are written in plain English to help you
understand these materials. However, you should tell your trainer or assessor if you have any special
needs so that extra help can be given to you: this may include help with reading and writing or
understanding what is meant by questions.

Students who feel they may not be able to reach course requirements through literacy or numeracy
skills are most welcome to discuss these areas one on one with the training manager. We can offer extra
support if you need extra help. Alternatively we can refer you to the appropriate external assistance.

Submission of Work

When you submit your work, no matter how much or how little or by what method (in person, post or
email to your assessor) please include a signed cover sheet clearly identifying who you are and exactly
what you are submitting. If you are sending you work by mail, please keep a photocopy of your work.
LaMon Interactive Systems cannot take any responsibility for lost mail. Please ensure all assignments are
legible and set our correctly as assignment that are illegible or laid out incorrectly will be returned
unmarked and re submission will be requested.

Students must comply with copyright protection provided by the Copyright Act 1968. More information
on copyright can be obtained from the Australian Copyright council and the Australasian Legal
Information Institute. Work submitted by students must be original and their own work.

Reassessment Procedure

Clients will be given the opportunity to be reassessed where competency is not achieved within a
reasonable timeframe. Wherever possible reassessment will take place at nominal cost to the client.
Consultation will be undertaken between the student and the assessor to determine a suitable time and
place for reassessment.

Remember- There is no pass or fail in competency based learning. You will either be deemed competent
or not yet competent for each Unit of Competency. If a student has been deemed not yet competent it
does not mean anything other than we need a little more evidence from you to prove your competency
against the criteria laid out in the Unit of Competency.

Issuance of Certification

LaMon Interactive Systems issues Statement of Attainments and Qualification Certification which meets
the required outcomes of a unit of competency & or qualification requirements in accordance with the
AQF Implementation Handbook and the Australian Quality Training Framework.
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Appeals against Assessment

LaMon Interactive Systems has an Appeals Policy in place that allows candidates to challenge the
assessment decision and enables them to be reassessed.

Where an appeal against an assessment decision is made, LaMon Interactive Systems will ensure that all
details surrounding the decision are fully explained to the complainant and where possible, the appeal is
settled internally.

If required, LaMon Interactive Systems will ensure an external RTO hears the appeal and issues a
judgment accordingly.

The complainant will be provided with feedback about the outcomes of the assessment process and will
be provided with guidance on future options in relation ot those outcomes.

In the event of an appeal not being settled, LaMon Interactive Systems will ensure the complainant has
all the necessary contact details for other avenues of appeal, including the State Registering body — the
Training Accreditation Council (TAC).

A record will be kept in the Appeals and Complaints file by the RTO Manager of any ‘issues’ arising which
could constitute a ‘high risk’ of action at a future date.

Confidentiality & Security of Records & Outcomes

Information you provide by way of program enrolment, prior experience, competency demonstrated
during assessments, and standards achieved will be maintained in accordance with the requirements of
the State Training Authority in Western Australia ‘Training Accreditation Council’(TAC). This information
will be maintained in a secure environment and confidentiality is guaranteed.

All training participants are likewise required to maintain security of information about other students.

Information will not be released to a third party without the written permission of the student. Students
will be asked to sign their consent for the disclosure of information.

Access to Personal Records

LaMon Interactive Systems is committed to protecting the privacy of personal information of staff and
students.

Personal information collected will be used only for LaMon Interactive Systems internal purposes and
administrative processes.

Personal information will not be disclosed to third parties, unless:

9 Stated in LaMon Interactive Systems policies to which students and/or staff have agreed
9 The person provides prior, written consent to release information for other purposes, or
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 Government organistions require details on enrolled students for the purpose of surveying and
statistical management, or
9 Disclosure is required by legislation.

LaMon Interactive Systems are verifiable. In the case of students and past students who hold
qualifications and/or statements of attainment.

Student records shall be confidential and available only to the officers and staff of LaMon Interactive
Systems, duly authorised auditors, and duly authorised officers of Australian Government departments.

Evaluation & Continuous Improvement
Evaluation and feedback is welcomed from all our clients to help us to continually improve our services.

Learner Questionnaire forms are provided during training and are usually completed at the end of
training. These forms can be submitted anonymously. Additionally, customer post course feedback is
sought randomly on a regular basis: this is done via a phone call from our staff.

Grievances
A grievance may be:

A complaint

A grievance

An appeal against assessment results
A problem of inequitable treatment
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An appeal against disciplinary action

Before making a formal grievance, the student should ask for verbal clarification of the issue. This does
not lessen his or her right in any way to make a formal grievance.

A formal grievance will be handled on the basis of a formal written presentation of the complaint to the
CEO of LaMon Interactive Systems. The written complaint will be entered in the LaMon Interactive
Systems complaints/grievances register and a copy of the written complaint filed.

A complaint is a statement expressing dissatisfaction with service suplied by or dealings with LaMon
Interactive Systems.

We will respond to complaints promptly with minimum distress and maximum protection to all parties.
We are committed to ........

I Transparency in decision making
9 Ethical and responsible management
9 An accessible and fair complaints process
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All complaints will be handled with regard to confidentiality, impartiality, protection from victimization
and procedural fairness and will be recorded in writing. The complainant will receive written advice of
outcomes, including reasons for the decision.

If the complainant is still not satisfied with the outcomes, that person will be provided with the contact
details of the State Registering Body — The Training Accreditation Council (TAC) who can provide
additional advice.

If the appeal or complaint is substantiated, LaMon Interactive Systems will take prompt action to rectify
the problem immediately and any action will be documented in the Continuous Improvement Log.

If you experience a situation that causes you serious concern or distress, we have established the
following grievance procedure:

Step 1: If possible contact the trainer or person responsible for the service for which you have the
grievance against. Explain the grievance and try to resolve the problem.

Step 2: If no acceptable resolution can be reached, you should fill out a Complaints/Grievances/Appeals
Form — available upon request. The RTO Manager will assess your complaint and contact you to try and
resolve the complaint.

Step 3: If an acceptable resolution cannot be reached, an arrangement will be made for the appeal to be
heard by and independent arbitrator.

Discipline

Students are expected to behave honestly and fairly. This means for example that they should not cheat,
collaborate when not authorised, or copy another students work. All outside sources used should be
referenced appropriately.

If an assessor believes a student has behaved dishonestly in an assessment, for example copied
someone else’s work without appropriately acknowledging the source, the assessor will investigate the
matter to the extent they believe necessary. This will include making reasonable efforts to contact the
student to discuss the alleged misconduct. Should the matter be minor or unintentional the assessor
may dismiss the matter. Should the matter be serious it will be referred on to the RTO Manager for
further investigation. Disciplinary action will be taken for serious misconduct. Action could include
asking for work to be resubmitted, providing a written warning or cancelling a student’s enrolment.
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Code of Good Training Practice

LaMon Interactive Systems has a Code of Practice to guarantee you quality service and good practice in
all areas of its training services.

Good practice applies to the way we market our services, operate our business, manage our finances,
and administer our training programs. A copy of our Code of Practice can be found in our Policy and
Procedures manual — an extract can be made available upon request.

Access & Equity

LaMon Interactive Systems policy is to treat all students equally with fair and equal opportunities
without discrimination.

Access

Access generally refers to the ability of an individual to enter training. Improving access for equity
groups may therefore involve such strategies as........

9 Improving physical access to a training venue

9 Ensuring that selection criteria to enter a training program does not discriminate against
learners

1 Adapting marketing activities to encourage learners

Equity

A person from an equity group has the same right to study at an educational institution as any other
student. To ensure this can happen Registered Training Organisations must address equity issues to
comply with the Australian Quality Framework standards for Registered Training Organisations by
addressing equity issues.

Equity refers to the capacity for all learners to achieve results in training and to receive training in an
inclusive environment.

Inclusive environments acknowledge and value the differences between people and cultures; they
include rather than exclude.

Registered Training Organisations must also comply with the anti-discrimination legislation that applies
within their state or territory. For more information visit the Human Rights and Equal Opportunities
Commission website.
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Welfare and Guidance

Staff will provide guidance and counseling pertaining to LaMon Interactive Systems courses, especially
in regard t to training and assessment programs and their relationship to career structures and further

study.
There are ethical limitations to the advice that may be given.

9 If students or prospective students have already made a commitment to become members or
employees of organisations, LaMon Interactive Systems staff cannot provide advice that will
violate the integrity of that relationship

9 Staff will not take on counseling for which professional licensing is necessary (e.g. counseling of
psychological disturbances)

 LaMon Interactive Systems can give no assurances that any course of action advised will be
successful, nor can it give assurances of employment or success upon completion of its
programs, or acceptance into other programs of study in other institutions. LaMon Interactive
Systems encourages students to seek independent advice before making major decisions, and
reserves the right to include a disclaimer in public literature limiting its liability for any such
advice.
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All fees payable on training courses will be given to you prior to enrolment.

BOOKING TERMS & CONDITIONS and CANCELLATION/VARIATION POLICY

« All bookings must be confirmed with payment, at least 3 days prior to the commencement of the
course.

e Account customers can confirm with a Purchase Order. Terms of payment 7 days from date of
invoice. A copy of the Purchase Order is required prior to commencement of the course.
Certification will not be issued until payment of Purchase Order has been received.

¢ Payment can be made by Credit Card, Cheque/Money Order, Cash, EFTPOS or by Direct Credit, as
per Method of Payment above.

¢ All cancellations or variations to course bookings must be received in writing. If cancellations are
made in accordance with our policy, a full refund will be issued.

11 If you wish to cancel, five (5) days notice must be given, however a $100.00 administration fee is
payable.

9 Non-attendance will incur full course cost ( student can transfer into another course within 6
months)

¢ An alternate person may be substituted at any time at no additional cost.

¢ Confirmation is subject to the above Terms of Payment. LaMon Interactive Systems reserves the
right to withdraw any participant from a course if payment has not been received in accordance
with our Terms of Payment.

¢ LaMon Interactive Systems will refund in full any deposits received for any course that it cancels.
LaMon Interactive Systems reserves the right to cancel courses without notice. LaMon Interactive
Systems will not be liable for any claims arising from course cancellation.

Protection of Fees paid in Advance

The RTO only accepts payment up to $500 prior to the commencement of the service. Following course
commencement the RTO accepts no more than $1000 in advance at any given time from each student
for tuition services yet to be received by the student.
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