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Part One: Introduction to Vision Australia
Our Vision

Vision Australia (VA) is a living partnership between people who are blind, sighted or vision impaired. We are united by our vision that in the future people with blindness or vision impairment in Australia will access and fully participate in every part of life they choose.
Our Mission

Vision Australia will achieve this through creating a community partnership of knowledge, skills and expertise to enrich the participation in life of people who are blind or vision impaired and their families. We will ensure that the community recognises their capabilities and contributions.

Our Four Pillars 

Four pillars that support Vision Australia’s work with people and as an organization are: 

· Information

· Problem solving

· Training

· Access

Our Strategic Objectives & Goals
· Refine and deliver quality services 

· Establish and develop Vision Australia within the community 

· Make information fully accessible and usable 

· Advocate to break down barriers 

· Build our capacity as a strong national organisation 

· Expand the quality, quantity and reach of our services 

Vision Australia will monitor performance against these goals and use them to identify and implement changes in emphasis and activity as the need arises. 

The measures employed will cover the following areas:

· Customer and service delivery 

· Accessibility 

· Client satisfaction 

· Community awareness 

· Resource management: 

· Performance compared with budget 

· Staff and volunteer performance and satisfaction 
· Vision Australia Training - Accredited and Non-Accredited
Training within Vision Australia

Vision Australia is a national service provider for people who are blind or have low vision and training is one of many services and activities offered to clients, staff, volunteers and external service providers. A number of different individual Departments within Vision Australia are accountable for training outcomes. They include but are not limited to: 
· Organisation Development
· Induction 

· Workplace competencies 

· Organisational learning

· Business Development

· Web access training

· Client Services (CS)

· Accredited and Non-accredited training offered to clients throughout the 8 Life Themes of the Client Services service model
· Staff and volunteer competency training
· Training for external service providers

Client Services Training

In achieving our Vision, Mission and strategic objectives Client Services Training has identified three key market segments and offers both accredited and non accredited training.
Vision Australia clients:
People who are blind or have low vision will access and fully participate in every aspect of life they choose through developing competencies which lead to pathways for independent living, further education and employment.  Where there is a significant client need training will be developed and offered as a client service.  Vision Australia RTO will access nationally recognised accredited training options where possible.

Staff and volunteers: 

Staff working in Client Services Teams will have the competencies to work with people who are blind or have low vision providing: specialist assessment, service planning and delivery of CS Model service modules to support service delivery including common competencies 
Professional staff and volunteers working in external organisations

People working in health, welfare, aged care, disability and community services, utilities, business, government and community will have competencies to provide quality services for blind or have low vision.  Service providers, business, government and community organisations need to provide equal access for all people ensuring they are not discriminated against.  VA staff provide specialised training to service providers to enable them to assist people who are blind or have low vision.

Other non accredited professional development courses, training in Community Services and Disability courses tailored to the needs of clients, staff, volunteers and service providers are also offered.  

Part Two: RTO Information
Registration

Vision Australia is a Registered Training Organisation (RTO 21853).
Vision Australia RTO is a nationally recognised training organisation providing training, assessment and qualifications services for its clients, staff and members of the public.   

Vision Australia RTO (VA RTO) welcomes you and encourages you to familiarise yourself with the contents of this handbook, as well as the contents of course handbooks for specific courses / modules you are undertaking with us.
Services provided to students follow the policies and procedures developed to meet the National Training Framework and national standards of the Australian Quality Training Framework (AQTF).

Terminology

Throughout this handbook VA RTO uses the term “Student” in all references to those accessing training through our RTO. The term “client” refers to all blind and vision impaired people seeking to obtain a service from Vision Australia.

Some clients will also be students but all students are not necessarily clients.

RTO placement within Vision Australia
Currently Vision Australia RTO operates within Client Services.  The senior Manager Service Operations is the RTO Manager and oversees both accredited and non accredited training. 
Vocational Education & Training (VET)
In Australia, after people complete their compulsory schooling, their main choices for further education are vocational education and training (VET), /TAFE and university. 
VET aims to provide people with the skills and knowledge they require to:

· enter the workforce for the first time

· re-enter the workforce after absences

· train or re-train for a new job 

· upgrade their skills 

· move into further study in VET or university
Accredited Training / Scope of Registration
Accredited training is offered in Victoria (Prahran and Kooyong), NSW (Enfield) and QLD (Woolloongabba). A range of training programs may also be offered in regional areas in each state.
As of December 2007, the following courses are on VA Scope of Registration. All or some of these may be offered in any given year. All courses will not be offered at all sites:
· BSB20101 Certificate II in Business VIC, ACT, NSW & QLD
· 21249VIC Certificate 1 in General Education for Adults (CGEA) VIC
· LMF20302 Certificate II in Furniture Making VIC (Partial  - some units offered)
· 21589VIC Orientation to People with Age Related Vision or Vision & Hearing Loss VIC
· TAATAS504A Facilitate Group Processes  VIC
· 21826VIC Graduate Certificate in Vision Impairment (Orientation & Mobility) VIC, NSW
Non Accredited Training

Non Accredited Training includes the areas of 

· Braille 
· Grade 1&2

· Braille related technologies

· Computer skills using adaptive technology including:

· Touch Typing

· Microsoft Windows,
· File Management

· Word,
· Email (Microsoft Outlook and Outlook Express)

· Internet Explorer

· Excel

· Industrial Skills:

· Safe use of hand and power tools 

· Introduction to industrial machinery 

· Adaptive Measurements and Calculation Techniques

Refer to the VA website www.visionaustralia.org for further details about specific programs.
Marketing

Vision Australia will market their vocational education and training products with integrity, accuracy and professionalism, avoiding vague and ambiguous statements. In the provision of information, no false or misleading comparisons will be drawn with any other provider or course.

Vision Australia will not state or imply that courses other than those on the Scope of Registration are recognised by State Training Authorities.

OH&S Policy

The Health and Safety Policy of Vision Australia aims to protect students and others at our workplace or training venues from work-caused injury and ill health and complies with all relevant safety legislation.  

Training in the workplace

When delivering training and assessment in the workplace the employer is responsible for safety issues and has to abide by workplace safety responsibilities.  If required, Vision Australia will review the workplace initially and make any recommendations to employers on additional requirements you may need in your work routine.  It will ask the employer to sign off on a statement agreeing to keep the workplace safe for yourselves and our training representatives/s.
OH&S Responsibility

Trainers and all persons directing the work of others will share responsibility for the safety of all persons in their charge. They will actively take steps to identify hazards, which could cause harm to persons in their area of control or operation and take prompt action to remove or control, or alternatively report them to another person who has the authority and capability to do so. 

Course Coordinators and trainers may delegate safety duties or activities to others, but responsibility remains with them.

Students must take care of their own health and safety and that of their fellow workers to the extent of their capability.  This means they must follow all safety rules, procedures and instructions of Course Coordinators and trainers, workplace supervisor or any other management person/s involved during your day to day training activities.

Vision Australia Code of Practice

Vision Australia has policies and management practices which maintain high professional standards in the marketing and delivery of vocational education and training services and which safeguard the interests and welfare of students.

Vision Australia maintains a learning environment that is conducive to the success of students. Vision Australia has the capacity to deliver the course/s on the Scope of Registration, and other advertised courses and will ensure that the facilities, methods and materials used in the provision of training will be appropriate to the outcomes to be achieved.

Vision Australia will maintains systems for

· Recording and archiving students enrolments

· Attendance

· Completion

· Assessment outcomes

· Recognition of Prior Learning (RPL/RCC)

· Grievances

· Qualifications and Statements of Attainment issued

Vision Australia has clearly documented procedures for managing and monitoring all training operations and reviewing student’s satisfaction.

Vision Australia treats all personal records of clients confidentially.  Please contact your course coordinator if you require further information on these procedures.
RTO Compliance

As part of our obligations as an RTO, Vision Australia will:

· Maintain adequate and appropriate insurance, including public liability and Workcover

· Advise State and Federal Training Authorities in writing of any change to the information contained in the application for registration 

· Allow the State and Federal Training Authorities or their agents access to training records, delivery locations and staff for the purpose of auditing performance or verifying compliance with the conditions of registration

· Supply State and Federal Training Authorities with delivery details for each course and unit in the Scope of Registration, including trainee information in accordance with AVETMISS requirements

· Resolve any grievances conveyed by students 

In the event of Vision Australia ceasing operations, all records of student results will be sent to the State Training Authorities for archiving.

Vision Australia accepts that failure to meet the obligations and conditions for registration as an RTO or supporting regulatory requirements, where applicable, may have their registration as a RTO withdrawn.

Part Three: Information for students

Responsibilities of students

As a student you will be required to take responsibility for:

· Reading all relevant course and training information 
· Advising your Trainer/Course Coordinator if you have previous skills and knowledge and seeking recognition of this prior learning 

· Monitoring your progress by self assessing your skills and knowledge against the competency standards in your qualification 
· Attending all training sessions as required

· Meeting with your Trainer/Course Coordinator to review progress

· Indicating whether you are ready for assessment at the scheduled times or seek alternative assessment dates

· Working closely with your Course Coordinator and other students to present training and assessment session role-plays as evidence where required.

· Handing in all assessment tasks as per requirements unless otherwise discussed with trainer/Course Coordinator

· Ensuring all work is students own

· Retaining evidence of your working notes and assessments and any other documents in your portfolio of evidence and presenting this for assessment

· Discussing any concerns regarding the training course, session activities and your ability to learn with your Trainer/Course Coordinator 

· Advising the Trainer/Course Coordinator if you require any special adaptive equipment or support for the training course

· Participating in course evaluation and providing feedback

Responsibilities of Vision Australia RTO to students:
Vision Australia will:
· Provide you with a safe and healthy learning environment 

· Provide you with a training and assessment schedule 

· Provide you with the appropriate unit of competency details included on your plan 

· Treat you with respect 

· Follow all legislation affecting the learning environment

· Provide opportunities to practice the skills and knowledge required

· Deliver and record training and assessment outcomes

· Provide you with access to your file records if requested
· Set up work tasks to provide training and coaching to help achieve the competency standards in your training plan

· Provide training materials and recommend other resources for further learning opportunities

· Prepare you for assessment when you are ready and encourage self assessment.  Advise you where, when and how assessment will occur and what to bring

· Assess your skills and knowledge through observation and questioning using assessment tools developed for the purpose

· If required, provide further assessment on documents presented in an evidence portfolio

· Give feedback to you on your progress 

· Provide results and review the assessment process after assessment 
· Remind you of the appeals process and options for further assessments if you are unhappy with the results

Access and Equity

Vision Australia actively supports and encourages people of all abilities to participate in training programs.
Vision Australia ensures access and equity principles and practices are applied when dealing with:

· Students

· The Community

· Employers

· Fee-for-Service Students
· Other Clients
Students will not be denied access to services where they are deemed eligible for such a service and where the organisation has the appropriate resources to provide high quality services. 

Students will be individually interviewed and assessed on their eligibility for the service being provided.   Selection will comply with equal opportunity legislation.

Vision Australia is an Equal Opportunity Employer

As an Equal Opportunity Employer, Vision Australia and its staff will treat every student fairly and without discrimination in the training environment and / or in the workplace.

Training services will be offered to people from all backgrounds regardless of cultural differences, including those from CALD backgrounds and Aboriginal or Torres Strait Islanders.  Staff will be professional and supportive at all times in their approaches to students.

Anti-Discrimination
Staff, and clients are bound by Anti-discrimination Legislation, the Disability Services Act 1986, and the Affirmative Action (Equal Employment Opportunity for Women] and any other relevant State or Commonwealth Privacy legislation.  These are available free of charge on the WEB at http://scaleplus.gov.au/.

Training services will be made available to all clients (and potential clients) regardless of race, gender, religion, age, marital status, physical or intellectual impairment, or sexual orientation. Support mechanisms are available for employers and clients.

Sexual Harassment

In accordance with Sexual harassment Legislation, harassment, bullying and intimidation will not be accepted in the workplace, or in the training environment.  Professional Development of staff will be reviewed at least annually, aimed at addressing this and other discriminatory behaviours.
Literacy, Numeracy and Special Needs

Vision Australia is committed to assisting students with differing abilities to succeed.

Students individual needs will be assessed prior to training. Requirements such as alternative formats, adaptive technology and adjustments for other disabilities will be identified and provided where practicable.

Should you require any special assistance such as literacy or numeracy help, disability access or other physical or learning needs, please inform the Course Coordinator at this time.
Some training courses demand a high level of literacy and numeracy to successfully complete.  Please discuss any concerns about the levels required for specific training programs and work projects.  
Student Records and Privacy
In accordance with relevant State and Commonwealth Privacy Acts, Vision Australia is committed to protecting your privacy and your personal information.

It is necessary for Vision Australia to collect personal information about you with your consent. VA keeps enrolment forms, training schedules and records of your assessment on file stored confidentially.  State and Federal Training Authorities, NCVER and Vision Australia will use the information gathered for statistical and reporting purposes. It may also be used to claim State and/or Commonwealth Government funding for your training. We will not disclose, sell or pass on your personal details in any way other than the purposes stated without your consent.

If at any stage your personal details change throughout the course of your training, inform your trainer/assessor so that your details can be amended. You have the right to access the personal information recorded at any time and provide any necessary corrections. Please contact your trainer or Course Coordinator.

Please discuss any comments you want added to your file about medication or health if it is important for monitoring and support.

Selection of students.

An enrolment and induction program is provided to students commencing training. An introductory interview will be held with the interested applicant to discuss entry requirements and enrolment procedures. 

Recruitment of students will be conducted at all times in an ethical and responsible manner and be consistent with the requirements of the curriculum/training package. Vision Australia will ensure that student’s application and selection processes are explicit and defensible and comply with access and equity principles.

Initial Interview and Individual Training Plan

Initial Interview

Prior to commencing training, prospective students attend an initial interview.  The purposes of this interview are to allow:

· Prospective students to receive information and ask questions about the training they are interested in.

· Trainers / Course Coordinators to asses prospective students eligibility to commence training where there are prerequisites.

· Special needs or access requirements to be determined, including appropriate alternative formats and adaptive technologies required by the student.

· To develop or start to create an individual training plan.
Information provided to students

Vision Australia will provide accurate, relevant and up-to-date information to students prior to course commencement. This will include, but not be limited to:

· Code of Practice

· Scope of Registration

· Certification to be issued to the trainee on completion or partial completion of the course

· Competencies to be achieved during the training

· Assessment procedures

· Arrangement for Recognition of Prior Learning (RPL/RCC)

· Grievance/appeal procedure

· Facilities and equipment

· Trainee support services

· Application process and selection criteria

· Fees and costs involved in undertaking training

· Fee refund policy
· Student Support Services
Students will need to become familiar with all Induction material and to sign the enrolment form indicating they are aware the details on this form may be used for statistical reporting.
Individual Training Plan

Each student will have an Individual Training Plan developed upon enrolment.  This plan will list the units to be achieved as well as assessment tasks and dates for completion.  This plan will be continually reviewed during the training program so you can re-negotiate any aspects of the plan. 
Recognition of Current Competence (RCC) / Recognition of Prior Learning (RPL)

RPL / RCC is the acknowledgment of the full range of an individual’s skills and knowledge. It includes competencies gained through formal study, work experience and other ‘life’ experience.

Vision Australia aims to ensure that an individual’s prior learning is recognised, irrespective of where or how the learning has taken place.

To apply you will be required to complete an RCC / RPL application form and supply further documentation, which may include evidence such as:

· A certified copy of your qualification/s

· Verification from your current manager indicating your current involvement in relevant subjects – on official letterhead

· Documented evidence of your current work including samples as requested. 

Please discuss your RPL application with the Course Coordinator / Trainer for your course

Fees and Refunds

Where a fee is applicable, students are expected to pay for the course in accordance with payment requirements, as detailed on the specific Course Handbook. If the enrolment fee is significant, i.e. in excess of $200, then a deposit of $100 and the balance in no more than 3 installments is required.

A cancellation fee will apply if you withdraw from a fee paying course later than fourteen days prior to the commencement date.

Vision Australia has a refund policy with special conditions for proof of illness.  If you wish to withdraw from training after commencement of the course please put your reasons in writing so management can consider whether or not a refund can be offered.

In cases of financial hardship students may apply for an exemption or reduction of fees. Please ask at time of enrollment and discuss with your Course Coordinator

Certificates and Statement of Attainments or attendance will not be issued until all fees owing are paid.

Course Delivery

Vision Australia ensures that training and assessment occurs in accordance with the requirements of the course and State and Federal training guidelines.

All training is provided in a fully equipped training room. Delivery methods and activities may include:
· Individual or group practical activities

· additional projects which can be conducted on a self-paced basis
· reports and documents

· practical projects in the workplace

Delivery methods are integrated to enhance learning in order to achieve the best possible outcome for students.

Vision Australia complies with all relevant State and Commonwealth laws relevant to the operation of the training premises, including OH&S and fire safety regulations and ensures that training premises are have adequate heating, cooling, lighting and ventilation.

Vision Australia ensures that training facilities, equipment and other resource materials are adequate for the courses being delivered and are maintained in good order and repair.

Qualified and Professional Staff

All trainers have:

· Demonstrated competencies at least to the level of those being delivered

· Demonstrated achievement of at least Certificate IV in Training & Assessment Competency Standards or their equivalent
· Industrial experience that is current and relevant to the particular course or units that they are involved in delivering

· Current Working with Children Check or equivalent

Vision Australia will ensure that the responsibility for the management and co-ordination of training delivery, assessment (including RPL), staff selection and professional development is clearly identified and undertaken by a person or persons with relevant qualifications and experience.

Feedback 

As Vision Australia is continuously striving to improve the quality of training & assessment it is extremely useful to receive feedback from students. Reviews will be undertaken during training and an Evaluation Form will be provided to you for completion. 

As an RTO, Vision Australia is audited from time to time by the State and Federal Training Authorities.  Please feel free to offer your genuine feedback should you be contacted by a representative from one of these training authorities. Do not be concerned by this contact as a random sample of clients is selected for a brief telephone audit.
Please be assured that any evaluation of services is confidential and is only used for the purposes of improving the quality of our service to students. 

Certificates and Qualifications

Certificates awarded

On successful completion of your training program Vision Australia will issue a Certificate or Statement of Attainment or Statement of Attendance, whichever is relevant for the course you are completing.  In addition, if you are completing an accredited course, we will supply the unit names with their national codes on a Statement of Results. See the Course Handbook for your specific course for details on the manner in which your Certificate and results will be provided to you.
Partial completion of qualifications

If you are unable to achieve the full qualification or if you only enrolled for some of the units of competency, you will be issued with a Statement of Attainment with a list of the units achieved.  Further units can be achieved at a later date through re-enrolment in a course and the full qualification can be achieved in stages.

Information appearing on certificates

Certificates and Statements of Attainment will include the following: 

· RTO’s name and logo

· name of the person receiving the credential

· name and code of the accredited course and units

· Certificate number

· date of issue

· signature/s of the RTO’s authorised signatory

· NRT logo

· State training body logo

Where appropriate, units completed and/or national competencies achieved will be identified.

Provision of certificates and replacement certificates

Certificates and Statements of Attainments will be provided within one month of successful completion of training.  Qualifications are issued under the authority of relevant State Training Authority and recognised within the Australian Qualifications Framework.

Replacement Certificates are available on request. A fee may apply.

Mutual recognition

Vision Australia will accept and mutually recognise the qualifications and Statements of Attainment awarded by other Registered Training Organisations.

Complaints and Appeals Processes
Complaints

Vision Australia has a complaints procedure to help resolve any issues you may have in relation to your training program.  If you are not happy with any part of the program you may follow the procedures set out in the Vision Australia Grievance Procedures. Information and relevant forms are available from the Course Coordinator.

Grievance Procedure

Vision Australia RTO aims to assist all students to resolve disputes and settle grievances.

All students are entitled to a fair hearing.  To ensure this happens the following procedure has been implemented: 

· If you believe you are not fairly treated, your first approach should be discuss your concerns with your trainer.

· Your trainer should note your concerns and assist you to resolve them.
· If you are unable to approach your trainer because the problem is between you and them or because the problem is of a personal nature, you should speak to the Course Coordinator. At this stage the Course Coordinator should determine if the complainant wishes to initiate a formal written complaint. 
· Should the matter be unresolved you should contact the RTO Manager in order to reach a solution.
· Should the matter still remain unresolved Vision Australia’s Chief Executive Officer may appoint an independent arbitrator to review the dispute.
It is your responsibility to discuss any grievances with personnel from Vision Australia before you take these grievances outside the organization.

After you have been given an opportunity to express your concerns a plan will be developed to deal with the issue, in consultation with you.
All discussions will be documented and you will have access to this documentation.
Confidentiality of grievances

Your concerns will be handled in the strictest confidence and, if necessary, you will be referred to expert help outside the organisation.
No information or documentation you have provided will be handed over to an outside organization without your permission

The lodging of a grievance will not affect a student’s ability to continue studying or receiving other services they are eligible for from the organization.

Appeals Process

Should you have any concerns about the assessment process or results you can ask for a review, and/or also have a right of appeal.  Please discuss your concerns with your trainer or Course Coordinator.

If not satisfied with the outcome you may contact the RTO Manager who will advise you of the options for accessing assistance from an independent authority.

Other Policies and information.
Copies of Vision Australia policies are available on request.  Please advise your course coordinator if you require any further information.
Other Services Offered to Students who are Clients

Vision Australia offers a wide range of services to clients as well as the training covered by this handbook.  Some of these services which are of particular interest to students of Vision Australia RTO who are also clients include:

· Adaptive Technology (AT) Support Desk Ph 1300 847 466

· VA Employment Services – assists students to find work and provide additional assistance to maintain employment as required. 
· Career guidance.

· Tertiary Education Support available for  students wanting to go onto further study

· Personal counseling 

For enquiries about these and other services offered by Vision Australia, please call 1300 847 466 or refer to http://www.visionaustralia.org 
Contact Details:

Training representatives listed below will coordinate and in some cases deliver and assess accredited and non-accredited training.  Our trainers have been approved for delivery & assessment with the qualifications of Certificate IV in Training and Assessment. They also possess vocational competence in the training units and courses being delivered.  Please contact the Course Coordinator responsible for your course, should you have any queries about any aspect of your training.

RTO Manager

Name: 
Ian Moore

Email: 
Ian.Moore@visionaustralia.org

Phone: 
(03] 9808 6422

Fax: 
(03) 9864 9210  

Training Course Coordinators

ACT:
Collin Brien (02) 9334 3336

NSW:
Collin Brien (02) 9334 3336

QLD:
Roger Appleby (07) 3391 9112 

Coralie Rose    (07) 3391 9113

VIC:      (Prahran):
Quentin Christensen (03) 9520 5512

VIC:     (Kooyong):
Wendy Muller (03) 9854 9382

General information

For further information on Vision Australia RTO or general information about Vision Australia:

Phone:
1300 847 466

Web:
http://www.visionaustralia.org
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