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Student Handbook Information

This handbook provides important information for all students undertaking training and
assessment with RTO 30922. It outlines your rights, responsibilities, available support, and
the standards we maintain to deliver high-quality, nationally recognised training.

Version: 2.2025
Approved by: CEO, RTO 30922
Review Date: Annual or as required by regulatory change.
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Standard Student Policies

1. Welcome

Welcome to RTO 30922! We're here to help you achieve your training and career goals. Our
team is dedicated to creating a learning environment that’s safe, inclusive, and focused on
real skills. We want you to feel supported from enrolment through to graduation.

2. About RTO 30922

RTO 30922 delivers nationally recognised training across Australia through industry-
experienced trainers. Our focus is practical, workplace-relevant training that meets national
standards and industry needs. This handbook applies to all students, including those
training through third-party providers.

3. Key Information

Before you enrol, you'll receive accurate and complete information about your course,
including its title, code, duration, location, delivery mode, fees, and any work placement
requirements. You'll also learn about refund and withdrawal options.

We assess your suitability for each course through Language, Literacy, Numeracy, and
Digital (LLND) checks and discussions about your goals and experience. If we identify that a
course isn’t the best fit, we’ll recommend alternatives or additional support.

4. Your Training and Assessment

All training aligns with the Australian Qualifications Framework and training package
requirements. We design courses to provide enough time for practice, feedback, and
assessment. Assessments follow the four principles of assessment—fairness, flexibility,
validity, and reliability—and the rules of evidence: validity, sufficiency, authenticity, and
currency.

You'll receive clear assessment instructions, constructive feedback, and, if needed,
opportunities for reassessment. We regularly validate our tools to ensure quality and
fairness.
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5. Recognition of Prior Learning and Credit Transfer

Credit Transfer applies where you have previously completed a unit of competency that is
the same as, or deemed equivalent to, the unit you are enrolling in.

Eligibility for Credit Transfer is assessed as part of the enrolment process. If you wish to
apply for Credit Transfer based on previous studies, you must provide Tactile Learning with
access to your USI transcript or email the office admin@tactilelearning.com.au so prior
units can be verified. Credit Transfer will be granted where valid and verified evidence is
provided and the unit equivalence requirements are met.

Recognition of Prior Learning (RPL) recognises skills and knowledge gained through work,
training, or life experience. Applications for RPL must include appropriate evidence to
demonstrate competence against the requirements of the unit of competency.

RPL may not be offered in all cases where it is determined that RPL is not a viable or
feasible option, including where the requirements of the unit of competency or qualification
cannot be met through RPL, or where the time and effort required to complete RPL would
be comparable to, or greater than, completing the standard training and assessment
pathway.

6. Student Support

We provide a range of support services to help you succeed. This may include LLND
assistance, study skills support, one-on-one sessions, tutorials, assistive technology, or
mentoring. You can contact your trainer or support staff by email, phone, or in person, and
we aim to respond within two business days.

Students with disability are encouraged to discuss reasonable adjustments. We’ll plan
supports collaboratively and confidentially to ensure equitable participation without
compromising qualification integrity.
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7. Inclusion and Wellbeing

We are committed to inclusion and cultural safety for all learners. Our environment is free
from discrimination, bullying, and harassment. We support diverse learners, including

Aboriginal and Torres Strait Islander students, culturally and linguistically diverse learners,
and people with disabilities.

If you experience stress, personal challenges, or wellbeing concerns, we can connect you
with internal or external wellbeing resources and counselling services.

Antisemitism Compliance Addendum
Combatting Antisemitism

In accordance with the Combatting Antisemitism, Hate and Extremism Act 2026 (Cth) and
the RTO Standards (2025) regarding safe and inclusive learning environments, Tactile
Learning is committed to ensuring a campus and workplace free from antisemitism. This
addendum clarifies our existing "Race and Ethnicity" protections as they specifically apply
to the Jewish community.

See Antisemitism Compliance Addendum.

8. Student Rights and Responsibilities
As a student, you have the right to:

e Quality training and fair assessment

» Respect, inclusion, and safety

» Access to feedback, support, and appeals
* Privacy of personal information

e Accurate records and timely certification

Your responsibilities include:

» Participating actively and respectfully

 Submitting authentic work

» Following policies, procedures, and safety instructions
» Communicating needs or concerns early

 Respecting others and RTO property
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9. Feedback, Complaints, and Appeals

We welcome feedback to improve our services. If you have a concern or complaint, please
speak with your trainer first. If it'’s not resolved, you can submit a written complaint.

If you disagree with an assessment decision, you can lodge an appeal. Appeals are reviewed
fairly, transparently, and may involve an independent reviewer. External mediation is
available if necessary.

Key points of our complaints and appeals process:

e Nonegative consequences: Lodging a complaint or appeal will not result in any
negative consequences for the complainant or appellant.

e Acknowledgement and resolution: We will acknowledge all complaints and appeals
within 2 business days and aim to resolve them within 7 business days.

e Triage by urgency: All complaints and appeals will be triaged and prioritised
according to urgency and impact.

e Progress updates: If a resolution takes longer than 7 business days, you will be
regularly updated on the progress.

e Consistency: Similar complaints and appeals will be treated consistently to ensure
fairness.

10. Refunds

If you decide to withdraw from your course or if training does not go ahead, you may be
eligible for a refund. This applies to funded training also.

¢ You'llreceive a full refund if your training hasn’t started yet.

e Ifyou've already started training, we’'ll calculate a proportionate refund for any
training and assessment that hasn’t been delivered.

e Ifyou've overpaid or we've charged you in error, we'll return that money within 10
business days.

e Refunds are handled fairly, transparently, and in line with Queensland Government
funding rules.

10. Certificates and Records

We issue AQF qualifications and Statements of Attainment within 30 days of completing
your course, provided all requirements are met and fees are paid. We maintain a 30-year
register of issued qualifications and can reissue certificates upon request.

Your Unique Student Identifier (USI) must be verified before certification. All records are
stored securely and handled according to privacy laws.
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11. Safety and Risk Management

Your safety is our priority. All training environments are checked regularly for hazards, and
students are trained in safe practices before using equipment. If you notice a hazard, please

report it immediately.

When training involves minors, we apply child-safe principles and require all staff to hold
valid Working with Children Checks. We also manage operational and financial risks to
ensure stable and compliant training delivery.

12. Continuous Improvement

We monitor our performance through feedback, audits, validation, and staff review. Student
and employer feedback helps us identify areas for improvement. We encourage you to
complete feedback surveys throughout your training, as your input helps shape better
learning experiences.

QLD Funded Students

15. SKkills Assure Supplier (SAS) Programs

RTO 30922 is an approved Skills Assure Supplier (SAS) under the Queensland Department
of Trade, Employment, and Training (DTET). This means that the training you receive meets
high standards of quality, transparency, and compliance, and may be funded or subsidised
by the Queensland Government.

15.1 What Skills Assure Means for You

Being a Skills Assure Supplier means our RTO is trusted by the Queensland Government to
deliver funded training programs. We meet strict requirements around governance,
financial viability, data reporting, marketing practices, and student support.
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15.2 Funded Programs
We deliver several government-funded training programs:

* VET in Schools (VETiS) - Provides eligible school students with access to nationally
recognised training while completing their secondary education.

« School-based Apprenticeships and Traineeships (SATs) - Allows students to start an
apprenticeship or traineeship while still at school.

» Free Apprenticeships for Under 25s - Covers training costs for eligible young people
under the age of 25.

» Career Start and other targeted programs - Support specific industry pathways and
workforce apprenticeships and traineeships.

15.3 Co-Contribution Fees and Free Training
Depending on the program, you may need to pay a small contribution towards your training
(called a Co-Contribution Fee).

e The RTO cannot charge more than 30% of the total Co-Contribution Fee upfront.

» Some learners may be eligible for concessional rates or full exemptions (for example,
Skilling Queenslanders for Work participants or Free Apprenticeships for Under 25s).

» We are not permitted to pay or waive your fees without departmental approval.

« I[f you face financial hardship, you can apply for a fee waiver, which will be reviewed fairly
and confidentially.

15.4 Your Rights and Protections
As a student in a funded program, you have additional rights under the SAS framework:

* Youmust receive accurate information about fees, refunds, and eligibility before you enrol.
* You are protected by the Supplier Code of Conduct and the Ethical Supplier Mandate.

* Your personal data is protected under the Information Privacy Act 2009 (Qld), and any
data breach must be reported within one business day.

» You have access to clear complaint and appeal processes, including escalation to the
Queensland Training Ombudsman.
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15.5 Marketing, Branding, and Third Parties
All marketing of funded programs must follow strict guidelines:

» We only use the Skills Assure Identifier in approved materials.

» We never offer gifts, incentives, or cash rewards to attract enrolments.

» We do not subcontract delivery of funded training without written departmental approval.
e All public materials must clearly acknowledge Queensland Government funding support.

15.6 Quality Standards and Performance
Our RTO must meet ongoing performance standards to maintain SAS approval, including:

 Transparent enrolment information and accurate public reporting of fees and locations.
» Evidence-based pre-enrolment and employer resource assessments.

» Inclusive practice training for staff and appropriate support for learners with diverse
needs.

» Strong industry engagement and ethical conduct in all dealings with students and
employers.

» Cooperation with DTET audits and data submissions.
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Apprentices & Trainees

16. Introduction

To ensure RTO 30922 delivers apprenticeship and traineeship training that meets
Queensland Government requirements under the Queensland Department of Trade,
Employment, and Training Skills Assure Supplier requirements and the Further Education
and Training Act 2014 (Qld), supporting learners, employers, and industry with safe, high-
quality workplace training,

16.1 What It Means for You

If you enrol as an apprentice or trainee, you, your employer and RTO 30922 will enter into a
Training Contract and a Training Plan.

These documents set out what you will learn, how the training will occur, and each party’s
responsibilities.

16.2 Training Plan and Employer Resource Assessment (ERA)
A Training Plan is negotiated and signed by you, your employer and RTO 30922 within 14
calendar days of the Training Contract being registered.

It lists units, delivery methods and assessment arrangements.

Before approval, RTO 30922 completes an Employer Resource Assessment (ERA) to
confirm the workplace provides:

e Asafe and supportive environment;

e Adequate facilities and equipment;

e Qualified supervision; and

e Arange of work tasks matching the Training Plan.

If your job, supervision or workplace changes, the Training Plan and ERA will be reviewed
and re-signed by all parties.

Tactile

Ledarning




16.3 Roles and Responsibilities
RTO 30922

e Deliver and assess training in line with the Training Package and industry
standards.

e Maintain communication with you and your employer, conducting progress reviews
at least every three months.

e Keep records co-signed by all parties and report progress to DTET.
e Notify DTET promptly of any withdrawals, transfers, suspensions, or completions.

Employer

e Provide safe facilities, sufficient tasks and a qualified supervisor.

e Release you from normal work duties to attend off-the-job training.
e Keep accurate attendance and work records.

e Inform RTO 30922 or DTET if your employment changes.

Apprentice / Trainee

e Attend and participate in all scheduled training and assessments.
e Communicate any issues or support needs early.
e Complete tasks honestly and respectfully, following all RTO and workplace policies.

16.4 Funding and Fees
Apprenticeships and traineeships may be funded under the Career Start Program (Skills
Assure Supplier).

Co-contribution fees are charged in line with DTET’s policy; concessions and fee-free
training apply where eligible (e.g., Free Apprenticeships for Under 25s).

Full refunds apply before training commences, proportionate refunds for partial
completion, and overpayment refunds within 10 business days.

DTET may audit training evidence, records and fee transactions at any time.
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16.5 Progress and Completion
Your progress will be reviewed regularly with you and your employer.

When all competencies are achieved and your employer confirms workplace competence,
RTO 30922 will recommend completion to DTET.

If training cannot continue, RTO 30922 will assist you to transfer or teach-out with another
approved provider so you can finish your qualification.

16.6 Workplace Health and Safety (WHS) and Supervision
Employers must maintain a safe workplace and ensure you are properly supervised by a
qualified person.

RTO 30922 verifies supervisors’ qualifications and conducts WHS checks as part of the ERA.

You must follow all safety procedures and report hazards immediately.

16.7 Changes, Suspensions and Cancellations
If you change employers, suspend training, or cancel your contract, we'll help you complete
the necessary DTET forms and update the Training Plan accordingly.

All changes must be approved by DTET before they take effect.

16.8 Support and Complaints
Apprentices and trainees can access academic, LLN and wellbeing support through our
Student Support Team.

If you have a concern or disagreement about your training plan, progress or fees:
Speak with your trainer or RTO Manager.

If unresolved, submit a formal complaint to RTO 30922 (using our Feedback and Appeals
Process).

If still unresolved, you can contact the Queensland Training Ombudsman on 1800 773 048
or visit trainingombudsman.qld.gov.au for independent assistance.
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Antisemitism Compliance Addendum
Adoption of the Working Definition

To ensure clarity in identifying and responding to incidents, Tactile Learning adopts the
International Holocaust Remembrance Alliance (IHRA) Working Definition of Antisemitism,
as supported by the Australian Government.

"Antisemitism is a certain perception of Jews, which may be expressed as hatred toward
Jews. Rhetorical and physical manifestations of antisemitism are directed toward Jewish or
non-Jewish individuals and/or their property, toward Jewish community institutions and
religious facilities.”

Prohibited Conduct
Under this policy, antisemitic conduct includes, but is not limited to:

Discrimination: Denying Jewish students or staff access to training, facilities, or
opportunities based on their identity.

Harassment/Vilification: Using symbols (e.g., Nazi-related imagery prohibited under
federal law), slurs, or stereotypes that target Jewish individuals.

Proxy Discrimination: Targeting individuals because of their perceived or actual
connection to the State of Israel in a way that manifests as hatred toward Jewish
people (as per IHRA examples).

Reporting and Measures

Zero Tolerance: Any reported incident of antisemitism will be investigated under
the Feedback, Complaints, and Appeals Policy.

Staff Awareness: All staff are briefed on identifying contemporary forms of
antisemitism as part of their annual diversity and inclusion induction.

Support: Tactile Learning provides culturally safe support pathways for students or
staff impacted by hate-motivated conduct.
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Contact Us

If you need assistance or more information, please contact us:
Email: admin@tactilelearning.com.au
Phone: (07) 3348 3101

Website: www.tactilelearning.com.au
If you have questions or concerns about a funded program, you can contact:

e RTO 30922 - info@rto30922.edu.au or your program coordinator.
¢ Queensland Training Ombudsman - 1800 773 048 or trainingombudsman.qld.gov.au
» Department of Employment, Small Business and Training - dtet.qld.gov.au
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