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Welcome to Combined Team Services

Combined Team Services is a Registered Training Organisation (RTO) provider number: 50995. We offer a
range of nationally recognised training as well as professional individual and workforce development.

This handbook contains information on our policies and procedures. Please feel free to contact staff at
any time if you have any queries about enrolment, course details or while you are completing your
studies. We have a very supportive and friendly team who are willing to assist wherever we can.

Should you have any questions, problems, or concerns, please don’t hesitate to contact us.

Further details of our policies and procedures can be found on the CTS website at www.ctsconsult.com.au
or information can also be obtained from Combined Team Services staff.

Our Vision
To be the training and human resources provider of choice

Our Mission
“Providing excellence to all stakeholders through a professional focused and ethical approach that meets
or exceeds customer expectation”

Our Values
e Safety e Communication
e Integrity e Ethics
e Synergy e Continuous Improvement

CTS Achievements and Sponsorships

Finalist WA Small Training Provider 2013
of the Year 2013 e

Combined Team Services has won many awards including “Employer of the Year” (twice), “IT”,
“Integrated Management” and “Team Culture” awards at the WA South West Small Business Awards. We
have been a WA Telstra Small Business finalist three times, and we have been state finalists in the WA
Training Awards.

The Directors at Combined Team Services are passionate about developing the capacity of individuals as
well as organisations. They have sponsored many programs over the years including the judge’s award at
the South West Small Business Awards, the South West institute of Technology Student of the Year
Awards, the ATC Apprentice and Trainee Awards, the Forza Dragon Boat Club, the Greenbushes Art and
Music Trail, the Apprentice and Trainee Company Awards and the Geographe Power of One Safety
Award.
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How to Enrol

Staff will discuss the criteria and selection procedures for each training program. Prior to you enrolling in
a qualification, they can assist you to identify what type of training is suitable for your needs and what, if
any, prerequisites are required. Once you are ready to enroll, complete and submit an Expression of
Interest via our website. You may be required to complete an LLN test prior to your enrolment.
Enrolment forms are available on our website.

Our contact details are on the last page of this handbook. We accept cheque, credit card, purchase order
or direct deposit payment.

Your enrolment is not complete until statutory and RTO based fees and charges are paid, deferred
payment arrangements have been made, or fees and charges have been waived.

Combined Team Services will assign you a Case Manager who will support your learning and assess your
work. Your Case Manager will assist you with your Training Plan and any questions or queries you may
have.

CTS has chosen specified units for students to enrol in for each qualification we deliver. Alternative units
can be chosen in consultation with CTS, based on client requirements and Trainer/Assessor
Competencies.

Unique Student Identifier

From the 1° January 2015, all students undertaking nationally recognised training are required to provide
their Unique Student Identifier (USI). The USI makes it easier for students to find and collate their VET
achievements into a single authenticated transcript. The USI is available online at no cost. This USI stays
with the student for life. Combined Team Services uploads completed training annually as a minimum.

Combined Team Services is not permitted to issue any qualifications or statements of attainment to a
student who has not supplied their USI or given permission to Combined Team Services to apply on their

behalf. Please note you do not require a USI to participate in the Health and Representative Courses.

Please contact us if you need assistance applying for your USI.

Funded Training

Construction Training Fund

Established in 1990, this fund (formerly BCITF) provides subsidies for training to eligible 7
people in the building and construction industry. To find out if you are eligible go to
https://ctf.wa.gov.au/

Some of our training attracts Construction Training Fund subsidies - Call us for more information.
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Traineeships

Fees for training funded by the Government of Western Australia Department of Training and Workforce
Development are governed by the current WA VET Fees and Charges Policy. This includes traineeship
fees. This policy is available for download from the Jobs and Skills WA website, or you may contact us for
more information.

Fees and Charges

Fee for service training

Combined Team Services will provide all students with a breakdown of all fees and charges associated
with courses and qualifications/units of competence prior to commencement. Current fees and charges
for public courses/enrolments are provided on the CTS website. Please note that fees, charges, and
course details may change without notice. Please contact us prior to enrolling to confirm costs and course
details are still current. Once you have enrolled in a qualification/course/unit of competence your tuition
fees are fixed for the original term of your enrolment.

Funded Training

Where training is funded through Jobs and Skills WA fees will be charged as per the current WA Fees and
Charges Policy. Fees are indicative and may change depending on units selected and individual
circumstances.

Text book fees
CTS staff will advise students of the relevant website to purchase their own text books if required upon
enrolment.

Resource fees
Resource Fees will be charged according to individual Course Brochures and CTS website.

Fees paid in advance

CTS collects fees in advance for services not yet provided to students at various intervals throughout a
course or enrolment. To ensure the protection of fees paid in advance, CTS will not collect more than
$1500 from an individual student prior to the commencement of a course/enrolment. Following
commencement, we may require payment of additional fees in advance but only such that at any given
time, the total amount required to be paid for tuition or other services yet to be delivered to the
individual does not exceed $1500.

Course fees and refund policy

Combined Team Services is committed to providing quality training and assessment in accordance with
the 2025 Standards for Registered Training Organisations. As such, Combined Team Services is required
to have and provide details of a fair and reasonable refund process.

The purpose of this policy is to provide for the appropriate handling of client refunds.
Combined Team Services in committed to ensuring fair and reasonable refund practices.

Combined Team Services will:
e implement and maintain a process for fair and reasonable refund of fees paid; and
e provide refunds for fees and charges paid by individuals/clients, where training and assessment
activities have not been delivered.

All refund information can be found on our website www.ctsconsult.com.au
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Statutory Supervisor Courses
Please note that no refunds will be given for cancellations for the Level IV Statutory Supervisor of Level V
Managers course.

To confirm a booking, full payment is required prior to attendance. In the event of cancellation, you may
transfer your booking to another person. Kindly notify us in advance with the details of the person who
will be attending in your place.

No refunds will be made where a participant fails to attend or complete a course.

Health and Safety Representative Courses — (five day and refreshers)

Where a student or employer wishes to cancel a course booking prior to course commencement,
Combined Team Services requires 10 full days’ notice in writing to be eligible for a refund of course fees.
You are welcome to send an alternative person as a substitute prior to the commencement of a course at
no additional cost. No refunds will be made where a participant fails to attend or complete a course.

Fee waivers

Combined Team Services may waive all or part of your tuition fees in cases of severe financial hardship
for government funded/subsidised training programs. CTS are required to record details of the reason for
the decision to waive fees for audit purposes.

If you believe you may be eligible for your tuition fees to be varied or waivered, you must apply in writing
stating the reason why you are applying and indicate what you can afford to pay.

CTS can also arrange a payment plan with you. Should the extreme financial hardship status occur after
fee payment has been made, there will be no refund for fees already paid.

You may post, email or hand deliver the written application to the Combined Team Services Bunbury
office.

Concession fees
A concession fee for Government funded courses may be available to individuals who fall into the
following categories:
e Person holding a Pensioner Concession Card
e Person holding a Repatriation Health Benefits Card issued by the Department of Veterans’ Affairs
e Person holding a Health Care Card
e Persons and dependents of persons in receipt of the Youth Allowance
e Persons who are inmates of a custodial institution

Please present your evidence of concession at time of enrolment and we will advise you if you are
eligible for concession fees.

Concession fees are not available for Fee for Service enrolments.
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Learning and Assessment

Flexible learning & assessment

Training can be delivered in a variety of ways depending on your needs, including on the job, flexible
delivery, online, classroom based and Recognition of Current Competencies. Most qualifications can be
enrolled in at any time.

Enrolment process:
e Decision: Choose your qualification and contact CTS.
e Language, Literacy, Numeracy and digital literacy — you may be required to complete and
online LLN test depending on the qualification and your previous study/experience.
e Enrolment: Complete and return an enrolment form.
e Commencement: A Case Manager will be allocated to you and will arrange a meeting to
discuss your unit options. This can be done via face to face or over the phone if preferred.
Once you have decided on your unit selection we will advise you what fees and charges will
apply.
e Study Time: Completing a unit every 6 weeks will require 3 to 6 hours per week (depending
on experience and unit size)
e Support: Your allocated Case Manager will contact you monthly via email and/or phone
e Process:
o Return your assessment tasks as you complete them, no later than the due date. We
encourage you to send them for feedback and progress checks if you are unsure
o Receive feedback from your Case Manager within ten working days when submitted
prior to your due date
o You will be advised if extra evidence is required
Completion: Nationally Recognised Statement of Attainment or Qualification

Flexible learning is self-managed learning with trainer support available via email, online or phone. Face
to face support is available by prior appointment. Should you have any specific requirements in regard to
completing training and/or assessment, please speak with or see your Case Manager.

Enrolment timeframe

Your course fees cover learning support and assessment within the timeframe of your enrolment. If you
are a registered trainee, you will be provided a Training Plan which outlines commencement and
completion date for each unit you are enrolled in.

Once your enrolment timeframe has been reached, your enrolment will automatically expire unless an
extension has been granted. You will need to request this extension in writing prior to the expiry date.
Once your enrolment has expired, you will need to re-enrol in your course, and new course fees will be
raised for any units of competence that you are still studying.

Online learning and assessment
We offer a range of qualifications online. Check our website for new additions to our online learning
qualifications.

Classroom training programs

We offer face to face training at our training room in Bunbury and we can also visit your workplace to
deliver training. We encourage you to BYOD (Bring your own device) when attending our training room.
We offer free WIFI access during your attendance at most of our classroom training. Refer to the CTS
calendar on our website which has the latest dates for public training courses.
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Customised/corporate training programs

We can tailor a program to suit you and your organisation. Various options include extensive workplace
visits, dedicated workshops, one on one and group coaching/mentoring, and business development.
Contact us to discuss how we can develop a program for your workplace.

Text books for sale and customised manuals

Most courses will require you to purchase textbooks, learning guides and access to online resources. CTS
staff will advise students of the relevant website to purchase their own textbooks. It is the student’s
responsibility to purchase these resources unless prior arrangements have been made with CTS. If CTS
does purchase your textbooks, these will be charged at recommended retail price. Postage and handling
charges may apply.

CTS also specialises in the development of customised training resource materials to suit your workplace
and individual requirements. These resources are developed in consultation with the learner and
industry; and include resources for the Business Services and Resource and Infrastructure Industry
training packages.
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Recognition of Prior Learning (RPL)

RPL process
Students must declare their intent to RPL a unit on the enrolment form at the time of enrolment. No
refunds will be provided if a student decides to RPL a unit midway through their enrolment term.

The RPL process will lead to a full and thorough assessment process that assesses the competency/s of
the individual that may have been acquired through formal, non-formal and informal learning. The
assessor will be looking for evidence to support how the individual meets the requirements specified in
the training package. RPL assessment is not a less rigorous way to achieve a unit of competence.

Our RPL assessment process includes any or all the following:
e Portfolio assessment
e RPLinterview
e  Skill observation
e Third party validation
e  Currency checks

If a student is deemed not competent in a unit after all relevant methods above have been exhausted, or
the enrolment term has lapsed, a result of Not Competent will be recorded and the unit expired until re-
enrolment.

RPL Fees

Fees for RPL are generally the same as fees for a learning pathway. However, additional costs may apply
depending on your location. Prior to your RPL assessment we will advise you of costs. If you are enrolled
in a unit which is funded by the Government, RPL fees are governed by the current WA VET Fees and
Charges Policy.

RPL Enrolment Terms
e  Where a student applies to complete a whole qualification, industry skill set or training package
skill set by RPL, enrolment terms will be negotiated with you at the time of enrolment and your
invoice will record your enrolment end date.
e Where a student’s qualification consists of a mix of RPL and full learning and assessment units,
the normal term of enrolment applies.
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RPL PROCESS
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Training Contracts

We can provide training for trainees in the following traineeships:

e Business (Level 3 & 4)

e Resource Processing (Level 2 & 3)

e  Occupational Health & Safety Officer (Level 4)
e Manager (Level 4)

You will discover there are lots of business advantages in developing your own skilled workforce.
Traineeships combine practical experience at work with structured training. Taking on a trainee is an easy
and simple process, and employers may be eligible for incentives including state and national
commencement and completion payments, and subsidised course fees. A range of flexible training
arrangements are available. To find out more about traineeships contact The Apprenticeship Office to
discuss how you can get started.

The Apprenticeship Office:

Telephone: 08 6551 5000
Web: The Apprenticeship Office Email: info@dtwd.wa.gov.au
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Combined Team Services Policies

Language, literacy and numeracy, including digital literacy
CTS may require you to complete an online LLN and digital literacy test prior to your enrolment. Once
enrolled assistance available includes career planning, individual coaching, identifying best options for
study and referral to external agencies where appropriate.

Submission of work

When you submit your work, no matter how much or how little or by what method (mail or email to your
Case Manager) you must clearly identify who you are and exactly what you are submitting. Work will not
be assessed without this information. Please include your name in the footer of each page if submitting a
Word Document. If you are sending your work by mail, please keep a copy of your work. Combined
Team Services will not take responsibility for lost mail. If you are using the online learning portal this
information will be captured for you when you upload your assessments into the relevant task. CTS
policy states we have 10 business days to assess student submissions from the date of submission.

Return of student work

We do not return student work unless we have been advised by you in writing when you submit your
work. Please do not send in original documents, certificates etc. If you require us to return your work via
post, a postage and handling fee is payable prior to posting. Source evidence from each student is kept in
electronic form for audit purposes.

Copyright and referencing

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. If work is used
from another source this must be acknowledged and referenced appropriately. If students have worked
together on an assessment this should be clearly noted and information provided on the contribution
made by each student.

Students are expected to behave honestly and fairly. This means for example that they should not cheat,
collaborate when not authorised, or copy another student’s 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 is 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 Director
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.

Re-assessment 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 re-assessment.
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Request for extension for submission of assignment work
Candidates may request a “due date extension” for the submission of work that is due for assessment if
their_studies have been interrupted by circumstances beyond their control. Applications for an
extension will only be considered in extenuating circumstances and must be made in writing to your case
manager, preferably prior to the expiry of your enrolment.

If circumstances have changed that will predict an extension being required in the future, please do not
hesitate to discuss this with your case manager before the due date.

Issuance of qualifications

Combined Team Services issues qualifications and Statement of Attainment which meet the required
outcomes of a qualification or unit of competency, in accordance with the Australian Qualifications
Framework Implementation Handbook and the Standards for Registered Training Organisations 2015.
Certificates and statements of attainment will not be issued until all fees have been paid. Authentic
Hard Copies of Certificates and Statements of Attainment issued by Combined Team Services will have
the Company Seal imprinted on them. Electronic copies will have a QR code that can be used to verify
authenticity.

When a student’s fees are paid for by a third party, a copy of certification may be provided to the third
party unless CTS is advised in writing otherwise.

Reprint of Qualification / Statement of Attainment
Should you require a reprint of your Qualification or Statement of Attainment, a fee of $50.00 will be
raised.

Recognition of qualifications issued by other RTO’s

We recognise the AQF qualifications and statements of attainment issued by other Registered Training
Organisations. Please provide copies at time of enrolment for unit of competency credit transfers and
permission for us to verify. Alternatively, you may give permission on the USI website for us to verify
your existing units that are available as a transcript from the USI website.

Complaints and appeals
CTS has a Complaints and Appeals Policy available for download from our website. If you do not have
access to the internet, contact us and we can organise a hard copy for you.

Combined Team Services acknowledges a student’s right to lodge a complaint involving the conduct of
the RTO, its trainers, assessors or other staff, a third-party providing services on the RTO’s behalf, its
trainers, assessors or other staff, or a learner of the RTO. A student also has the right to appeal against
an assessment decision and request a review of any decisions, including assessment decisions, made by
the RTO or a third-party providing services on the RTO’s behalf.

Combined Team Services will ensure that clients have access to a fair and equitable process for
expressing complaints and appeals, and that Combined Team Services will manage the complaint/appeal
with fairness and equity.

In doing so, Combined Team Services:

a) has written procedures in place for collecting and managing complaints and appeals in a
constructive and timely manner

b) ensures that these procedures are communicated to all staff, third party partners and clients

c) ensures that all necessary documentation and resources are in place to enable clients to
submit a complaint or appeal

d) ensures that each complaint and its outcome is recorded in writing, and

e) ensures that customer complaints/appeals and their outcomes are fed into continuous
improvement initiatives.
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Appeals against assessment

The student has the right to request a review of decisions, including assessment decisions made by
Combined Team Services or a third-party providing services on its behalf. Combined Team Services will
ensure that all details surrounding the decision are fully explained to the complainant and, where
possible, the appeal is settled internally.

If required, Combined Team Services will enlist an external assessor to hear the appeal and issue a
judgment. 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 to those outcomes.

In the event of an appeal not being settled, Combined Team Services will ensure the complainant has all
the necessary contact details for other avenues of appeal, including the State Registering body — the
Training Accreditation Council. A record will be kept in the Complaints and Appeals file by the Director of
any “issues” arising which could constitute a ‘high risk’ action at a future date.

Confidentiality/privacy

Combined Team Services is committed to complying with obligation under Privacy Act 1988, and the
associated Australian Privacy Principles (APPs), specifically in the way it collects, uses, secures and
discloses personal information. Combined Team Services is committed to safeguarding any confidential
information obtained by the RTO.

Client information and results will be treated in confidence. Information will not be released to a third
party without the written permission of the client. Clients will be asked to sign the consent form for the
disclosure of information. Students may access their personal records by lodging a request in writing
using the form (Request to Access Personal Records) available from our website.

The full CTS Privacy Policy is available on the CTS website.

Evaluation and continuous improvement

Evaluation and feedback is welcomed from all our clients to help us to continually improve our services.
Feedback will be sought from clients and learners systematically. An evaluation form for students is
available on our website. Employers are also encouraged to submit feedback online. If you require a
hard copy of our feedback form please contact us.

Access and equity

Supportive staff are available to assist students with career direction and personal action plans.
Combined Team Services policy will 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:
e Improving physical access to a training venue
e Ensuring that selection criteria to enter a training program does not discriminate against learners
e 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 occurrence, Registered Training Organisations must address equity issues to
comply with the 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
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the anti-discrimination legislation that applies within their state or territory. For more information visit
the Human Rights and Equal Opportunities Commission website at www.hreoc.gov.au. More information
on the policies and procedures mentioned are available on our website at www.ctsconsult.com.au

Duty of care

Combined Team Services is obliged to take practical care for the safety and welfare of students, staff and
other clients while under our instruction for the purposes of a training activity. The obligation is to take
measures that are reasonable in all situations to protect students, staff and other clients from risks of
foreseeable harm. This means protection from hazards and harm that could occur against which
preventative measures can be taken.

Fitness for work

Participants are reminded that some industrial worksites and mine sites may randomly select individuals
on site to undergo a drug and alcohol screen. CTS has a Fitness for Work Policy. Any participant who is in
doubt about their fitness for work/training, for whatever reason, are obligated to avoid putting
themselves or others at risk. Do not attend training or assessment if you are not fit for work. Please
inform your facilitator if you are taking any type of medication that may affect your performance and
your fitness for work/training. If the facilitator has due cause to believe you are not fit for work/training,
they have the legal obligation to exclude you from further participation, pending evaluation of the
circumstances. Please refer to our Appeals Process for further information.

Welfare and guidance services
A list of services available can be accessed through links on our website www.ctsconsult.com.au and at
the back of this handbook.

Alternative training arrangements

In the event that Combined Team Services (or the third-party delivering training and assessment on its
behalf) closes or ceases to deliver any part of the qualification in which you are enrolled, alternative
arrangements will be made in order for you to complete your qualification. This may include outsourcing
of the delivery options for our students, establishing an agreement with another RTO or negotiating a
transfer of the training to another RTO.

Student conduct

Students are expected to participate in all training activities and carry out tasks set by the Trainer and/or
Assessor to the best of their abilities. Should the student fail at completing tasks, activities or not attend
scheduled training sessions repeatedly, the student may have their training suspended as a result. All
tasks and activities must be your own work; plagiarism will not be tolerated.

Being under the influence of, or consuming alcohol and/or drugs during training will not be tolerated and
will result in the termination of training and/or the student being asked to leave the premises (subject to
site specifications). Prescription medication is the only exception to this rule.

Students are to behave in a manner that does not threaten or disrupt any other students, staff members
or the general public, and reflects the standards of workplace professionalism at all times. Failure to
demonstrate the correct behaviour that is expected may result in the offending student being ejected
from the class, suspension or termination of their training.

Behavioral misconduct includes:
e Theft
e Fraud
e Plagiarism and/or cheating
e Confidentiality agreement breach
e Discrimination and harassment
e Being under the influence of and/or consumption of alcohol or drugs
e Physical assault
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Students acknowledge that any breach of the abovementioned standards in the workplace or RTO, may
result in being excluded, suspended or terminated from their training program.

Combined Team Services will investigate any behavioural breach on a case-by-case basis and reserves the

right to reprimand, suspend or terminate any student who breaches these behavioural standards,
immediately and without warning, depending on the case evidence given.

What Combined Team Services expect of you

e That you work and interact in ways that demonstrate Combined Team Services values

e That you are punctual when attending training sessions

e At the completion of each unit, you submit your assessment to your trainer/assessor

e That you attempt to meet all criteria in order to be deemed competent

e You ensure that you are familiar with the learning outcomes relevant to the qualification you are
completing

e That you maintain a level of commitment to completing the qualification/unit of competence

e That you endeavour to ensure you submit all assessment material to your trainer/assessor by the
due dates

e That you contact your trainer/assessor if you have any worries or problems with the course so
that they can be resolved as quickly as possible

e That you make yourself familiar with the contents of this handbook

e That if you feel your needs are not being met or you are dissatisfied with the assistance or service
that is being provided to you, please contact the Director on 9724 6580, or email
training@ctsconsult.com.au.

Key Support Contacts at Combined Team Services

Before you enrol: training@ctsconsult.com.au
Existing student queries Mollyl@ctsconsult.com.au
Account queries: accounts@ctsconsult.com.au
General queries: training@ctsconsult.com.au
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Terminology

ASSESSMENT

Assessment means the process by which an NVR registered training organisation, or a third party
delivering services on its behalf, collects evidence for the purposes of determining whether a VET student
is competent to perform to the standard specified in the training product.

AUSTRALIAN QUALIFICATIONS FRAMEWORK (AQF)
AQF qualification means an AQF qualification type endorsed in a training package or accredited in a VET
accredited course.

COMPETENCY
Being able to perform and demonstrate the required knowledge and skill in the workplace. The required
knowledge and skill are usually specified as required Standards of Performance.

COMPETENCY STANDARDS

Define the competencies required for effective performance in the workplace. All nationally endorsed
competency standards are expressed in outcome terms and have a standard format comprising of
elements and criteria, performance evidence, knowledge evidence and assessment conditions.

CREDIT TRANSFER

A training provider must recognise and accept Australian Qualifications Framework (AQF) qualifications
and statements of attainment issued by another registered training organisation (RTO). It can be
accepted for a unit of competency or module but not for a qualification. RTOs can automatically award
credit using the ‘equivalent’ determination where the unit and/or module attained by the
learner immediately precedes the unit and/or module for which credit will be awarded.

ELEMENT OF COMPETENCY
The basic building blocks of the unit of competency. Elements describe the tasks which make up the
broader function or job as described by the unit.

EMPLOYABILITY SKILLS

Employability Skills are skills that apply across a variety of jobs and life contexts. There are eight
Employability Skills: Communication, Teamwork, Problem Solving, Initiative and Enterprise, Planning and
Organising, Self-Management, Learning, and Technology.

EVIDENCE
Information gathered which, when matched against the performance criteria, provides proof of
competency.

FOUNDATION SKILLS
The Foundation Skills describe language, literacy, numeracy and employment skills required for
competent performance.

FAIRNESS
A fair assessment will not disadvantage any person and will take into account the characteristics of the
person being assessed, such as candidates of Non-English Speaking Backgrounds.

FLEXIBILITY
Flexibility in assessment allows for assessment either on or off the job at mutually convenient times and
situations.
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JOBS AND SKILLS COUNCILS
A Jobs and Skills Council (JSC) is a not-for-profit company that is industry-owned and industry-led. They
are part of a national network of 10JSCs that provide leadership to address skills and workforce
challenges for their industry.

KEY COMPETENCY
Employment related general competencies that are essential for effective participation in the workplace.

MODERATION
Moderation is the process which involves assessors discussing and reaching agreement about assessment
processes and outcomes in a particular industry or industry sector.

MODE OF DELIVERY
Mode of delivery means the method adopted to deliver training and assessment, including online,
distance, or blended methods.

MUTUAL RECOGNITION
Means that an RTO must recognise and accept an Australian Qualifications Framework (AQF) qualification
and/or statement of attainment issued by another registered training organisation (RTO)

NATIONALLY RECOGNISED TRAINING (NRT) LOGO
Nationally Recognised Training (NRT) Logo means the logo used nationally to signify training packages
and VET accredited courses.

QUALITY ASSURANCE

A planned and systematic process of ensuring that the requirements of the assessment system,
competency standards and any other criteria are applied in a consistent manner. Quality assurance
mechanisms are an integral part of a well-designed assessment system.

REGISTERED TRAINING ORGANISATIONS
Training Organisations that have been registered in accordance with the Australian Quality Training
Framework to provide vocational education and training (VET) services.

RECOGNITION OF PRIOR LEARNING (RPL)

RPL means an assessment process that assesses the competency/s of an individual that may have been
acquired through formal, non-formal and informal learning to determine the extent to which that
individual meets the requirements specified in the training package or VET accredited courses.

UNIQUE STUDENT IDENTIFIER (USI)
A USI is your individual education number for life. It also gives you an online record of your VET training
undertaken in Australia which can be accessed and printed at any time.

TRAINING PACKAGE

A Training Package is a set of nationally endorsed standards and qualifications used to recognise and assess
the skills and knowledge people need to perform effectively in the workplace. Training Packages are a key
resource for registered training organisations (RTOs) in the delivery of structured, accredited training.

UNIT OF COMPETENCY
A unit of competency describes a discrete job or function and is written in terms of workplace outcomes.
Further developed through elements and performance criteria.

VALIDATION
The quality review of the assessment process.
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Scope of Registration

Nationally Recognised Qualifications

BSB30120 Certificate Ill in Business

BSB40120 Certificate IV in Business

BSB41419 Certificate IV in Work Health & Safety (CTF funding may be available to eligible candidates)
BSB40520 Certificate IV in Leadership & Management

R1120520 Certificate Il in Resource Processing

R1130420 Certificate Ill in Resource Processing

Traineeships

Business (Level 3)

Business (Level 4)

Frontline Management (Level 4)

Resource Processing (Level 2)

Resource Processing (Level 3)

Occupational Health and Safety Officer (Level 4)

Units of Competence include

Statutory Supervisor Course (Mining Industry)
e BSBWHS411 Implement and monitor WHS policies, procedures and programs
e BSBWHS414 Contribute to WHS risk management

RIIRIS501E Implement and maintain management systems to control risk (Level 5 Statutory Positions)
RIIWHS204E Work safely at heights

RIIWHS202E Enter and work in confined spaces

MSMWHS217 Gas test atmospheres

PUAFEROO8 Confine small emergencies in a facility

CPPFES2005 Demonstrate first attack firefighting equipment

RIIRIS201E Conduct local risk control

e 5 Day Health & Safety Representative (HSR)
Course — Accredited with WorkSafe

e 1 Day HSR Refresher Course — Accredited
with WorkSafe

Non Endorsed Short Courses Include: e Deal with different personalities in the
e 1 Day Safety for Supervisors workplace — Click Colours!

e Safety Committee Training e How to deliver presentations for impact
e Safety and Leadership e Support teams to work together

e WHS for Managers and Directors successfully

e Bullying/Harassment Workshops e How to be more confident (assertive) at
e Safety Investigation Training work

e Effective Communication Workshops e Hazard and Risk Assessment

e Internal Auditing e Inductions

e JSA/JHA training e Mock DEMIRS Exam training

PLEASE NOTE CTS IS ALWAYS HAPPY TO
DEVELOP A SHORT COURSE TO SUIT YOUR

WORKPLACE. CONTACT US TO DISCUSS.
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Education and support services

Combined Team Services is committed to supporting students to achieve their learning goals.

Combined Team Services encourage participants to contact an enrolment officer before they enrol in a
course. If you or Combined Team Services believe that you may require additional support to
successfully complete your course, we recommend you contact the appropriate external service provider
to discuss support options before you enrol. Some services may incur a cost to the participant.

Once enrolled you can schedule a face to face appointment with your trainer at our training rooms in
Davenport, or via TEAMS to assist you with your progress in your training program. You can also email
your trainer with concerns or questions.

Combined Team Services reserves the right to not proceed with an enroliment where an individual’s
support needs may exceed our capability or may impact on the safety of others.

A list of external support services is provided below and on our website.

13 6464
Jobs and Skills WA Free career planning, training information and resources -
www.jobsandskills.wa.gov.au/training

https://www.activ.asn.au/
_ ) Bunbury Office 08 9387 0555
Activ Foundation Carers can attend class with clients

https://www.read-write-now.org.au/

Regional Offices in Bunbury, Busselton, Collie, Margaret River

08 9427 1393 or 1800 018 802

Read Write Now Volunteers tutors provide free one on one assistance to help adults
improve reading, writing, spelling and maths

The national register for vocational education and training (VET)

Training.gov.au www.training.gov.au

Lists all publicly available, nationally recognised VET organisations

Your Career
and courses

(Previously My Skills) https://www.yourcareer.gov.au/learn-and-train/myskills
_ N . 1300 6 555 06
Reading Writing Hotline www.readingwritinghotline.edu.au

Apprenticeship Office, WA | Www.dtwd.wa.gov.au/apprenticeship-office

Disability Services 1800 176 888
Commission - work & Work and training (disability.wa.gov.au)
training links

Industry-Based Literacy & Numeracy Quizzes | Australian
Industry Based Literacy & Apprenticeships

Numeracy Quizzes

) ) Practical Literacy skills for Adults
Skills Wise (UK) www.bbc.co.uk/teach/skillswise
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Centrelink — Students & www.servicesaustralia.gov.au/individuals/students-and-trainees
Trainee information

Dept of Energy, Mines, Explore the department: | Department of Energy, Mines, Industry
Industry Regulation and Regulation and Safety (dmirs.wa.gov.au)
Safety — WorkSafe

www.commerce.wa.gov.au/worksafe

WorkSafe

. .. . .- .
Unique Student Identifier A SR Al

(Usl)

_ 1300 650579
Legal Aid, WA www.legalaid.wa.gov.au

Mental health, counselling and mediation, financial counselling
www.anglicarewa.org.au

www.mscwa.com.au

Multicultural Services
Centre of WA Milligan Community Learning and Resource Centre

Milligan House Bunbury 08 9791 5281

Support people with specific cultural and/or linguistic background
and/or with a disability
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Contact Combined Team Services

\/
COMBINED TEAM SERVICES

CUSTOM TRAINING SOLUTIONS

Head Office Postal Address
9 Craigie Street PO Box 6064
DAVENPORT WA 6230 SOUTH BUNBURY WA 6230

(The Apprentice & Traineeship Company
Bunbury Skills Centre)

Telephone
(08) 9724 6580

Email Web
training@ctsconsult.com.au www.ctsconsult.com.au
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Please note that our office is not always manned as our trainers and other staff are often out and about
working at various work sites. If you want to meet with someone face to face please call and arrange an
appointment. Otherwise contact us any time by phone or email. Parcels and student work can be left at the
ATC reception if we are not in the office. Thank you.

RTO Provider Number 50995
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