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Section 1 – Who are we? 
 
 
Warehouse Training Australia is the Registered Training Organisation (RTO) that will be 

delivering your training. We are here to provide you with all the support required to help you 

achieve your qualification. 

 
The journey towards the achievement of your qualification involves developing new skills and 

gaining a more comprehensive understanding of your workplace role and occupation. With 

increased skills and understanding, your contribution to your organisation and confidence 

will grow. 

The certificate you will gain is delivered within the Vocational Education and Training (VET) 

sector. 

 
The VET provides training and education for specific vocational purposes. While primary and 

secondary schooling concentrates on generic skills and knowledge development and the 

university sector provides broad skills and knowledge for professional work or study, the VET 

sector caters for the majority of the population who need vocational skills for work and life. 

Vocational skills include technical knowledge and broad process skills. These are called 

competencies - that is, skills and knowledge applied in a work context. 
 

 
What’s in it for you? 

 
 

  Training completed is nationally recognised; this means you can take the skills you 

learn anywhere in Australia (or New Zealand) and be recognised for them 

    Training gives you the opportunity to enhance your current skills or learn brand new 

ones 
    Training gives you the confidence to achieve your goals; personal and work related 

  Training can lead to great employment opportunities; whether that is an internal 

promotion or a whole new career 
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Our Scope 
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Section 2- Vocational education and training 
 
 

The training you are about to complete is nationally recognised and is part of the Vocational 
Education and Training (VET) system. 

 

 
 

What is VET? 
 
 
VET is education and training that focuses on providing skills for work. VET provides the skills to 

help people to: 

 
     Join the workforce for the first time 

     Re-join the workforce after a break 

     Upgrade skills in their chosen field 

     Move into a different career 

 
VET courses are offered at TAFE institutes, community centres, colleges and private registered 

training organisations (RTO) such as Warehouse Training. VET may be provided off-the-job in 

these organisations but also in a workplace environment. 

 
VET qualifications are industry-based, with specified combinations of units of competency 

required by each industry for each qualification. 

 
They are designed in a sequence, allowing you to move steadily from one qualification to 

the next. ‘Units of competency’ may be mixed and matched as long as they meet the 

requirements of the qualification. The units will accumulate on the record of achievement 

and help towards retaining jobs, promotion, and a change of career or further learning. 
 

 
 

VET qualifications (listed lowest to highest): 
 Certificate I 

 Certificate II 

 Certificate III 

 Certificate IV 

 Diploma 

 Advanced Diploma 

 Vocational Graduate Certificate 

 Vocational Graduate Diploma 

 
If you are completing a full qualification with Warehouse Training it will be from one of the 

levels listed above. 
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VET courses cover: 

  Basic life skills, such as literacy and numeracy training, pre-vocational training or 

foundation skills courses 

     Australian Apprenticeships and Traineeships 

     Basic vocational skills for particular occupations (e.g. retail, hospitality) 

     Semi-professional vocational training (e.g. business, management) 

 
Most VET courses are part of national training packages, which are updated regularly in 

consultation with relevant industry bodies. VET courses also have the advantage of being 

‘competency based’, which means that you are assessed as competent when the required 

skill level is achieved. 

 
The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational 

education and training sector.    ASQA regulates courses and training providers to ensure 

nationally approved quality standards are met. 

 
DEEWR 

 
 
The Department of Education, Employment and Workplace Relations (DEEWR) is the main 

government agency providing national leadership in education and workplace training, 

transition to work and conditions and values in the workplace. 

 
DEEWR’s objectives are: 

 
 
 

  To educate and build socially inclusive communities where all Australians have the 

opportunity to reach their full potential and to actively participate in a rewarding 

economic and social life. 

  To  build  and  promote individual development through  equitable and  accessible 

education from early childhood services to skills training and higher education. 

     To increase workforce participation and promote fair and productive work practices. 

  To develop national economic potential and capability that builds future economic 

prosperity and international competitiveness through skills development and 

employment growth. 

     To  actively engage with  clients and  stakeholders to  ensure  services, advice and 

resources respond to the needs of these groups. 

  To look for efficiencies and innovative, targeted and effective solutions in developing 

national economic potential. 

 
For more information feel free to visit:  www.deewr.gov.au 

 

VET Legislation 

In Australia VET is regulated by a variety of Commonwealth, State and Territory laws. 
 
Employment, workplace and equity issues are also covered by a range of Commonwealth, 

State and Territory legislation. Under the Australian Constitution, where State and Territory 

laws and Commonwealth laws deal with the same area of law and there is inconsistency, 

the Commonwealth law prevails. 

http://www.deewr.gov.au/
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Warehouse Training  Australia will  meet  all  legislative requirements of  State  and  Federal 

Governments. These include but are not limited to: 

         Working with Children Act 2005 

         Commission for Children and Young People Act 1998 

         National VET Regulator Act 2011 

         Information Privacy Act 2000 

         Electronic Transactions Act (VIC) 2000 
 

 
It is important that you are aware of legislation that affects your participation in this training 

program. 
 
 
 

 
Section 3- Introducing the Victorian Training Guarantee 

 
 
 

We all know training is important (especially here at Warehouse Training)! The great news is the 

Victorian government agrees. 

 

Victoria has undergone a vocational education revolution and now guarantees a subsidised 

training place for EVERY VICTORIAN who does not have a post-school qualification, or who 

wants to gain a higher level qualification than they already hold. Funnily enough this is called 

the Victorian Training Guarantee (or VTG as it is affectionately known)! 

 

There has never been a better time for individuals wanting to skill up regardless of the reason. To 

get a job, to be better at their existing job, upgrade their skills to help get a promotion! As long 

the eligibility criteria are met the government is committed to helping Victorian’s up skill. 

 

It really is a major commitment to lift the skills base of Victoria. What makes the program so 

ground breaking is that it provides educational opportunities across the entire community. 

 

The opportunities that fall under the VTG are a big win for Victorian businesses and employers 

as well. Under the same program employers can help their people up skill and receive brilliant 

training.  

It is all about up-skilling and encouraging Victorian’s to get a higher level of qualification than 

they already hold and be the best you can be. 

 

THIS COULD BE FABULOUS FOR YOU!!! 
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Who is eligible? 

To be eligible, an individual must meet the Victorian Training Guarantee requirements as 

follows: 

 To meet general citizenship/residency eligibility requirements, an individual must be: 

 Australian citizen; or 

 Holder of a permanent visa; or 

 A New Zealand citizen;  

 

And are any of the following: 

 Under 20 years of age (as at 1 January in the year of commencement of training) and 

seeking to enrol in nationally recognised training 

 Over 20 years of age (as at 1 January in the year of commencement of training) and 

seeking to enrol in nationally recognised training in a course that is at a higher level 

qualification than one the individual already holds. This does not include: 

o Completed VCE/VCAL, International Baccalaureate Diploma; and senior 

secondary school certificate from other Australian Jurisdictions 

o Completed qualifications listed in the Foundation Skills List  

o VET Certificates completed as part of a senior secondary qualification 

o Qualifications with the title ‘course in…..’ which are not aligned to a specific 

level within the Australian Qualifications Framework AQF 

o Non Australian qualifications except where equivalency has been formally 

established with a qualification within the AQF 

 
Effective 16 June 2014, the Department of Education and Early Childhood Development 

adjusted the eligibility criteria for the Victorian Training Guarantee (VTG) program, such that 

students are allowed a maximum to two (2) government subsidised commencements at the 

same qualification level across their lifetime. This is known as the ‘2 at level’ limit. The limit 

applies in addition to existing criteria and requirements. 

 

 An eligible individual must be aware that accessing a place in our VTG course will impact 

access to further government subsidised training. 
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How many courses can Eligible Individuals do? 

As long as you meet the above criteria, you are eligible to commence a maximum of 2 

qualifications at the same level in your lifetime and undertake a maximum of 2 government 

subsidised courses at any one time. 

 

Limitation  How 

many

? 

Of what?  Over 

what 

period?  

At what level?  Not taking 

into account  

Why?  

‘2 in a year’  

The student 

may make 

a maximum 

of…  

2 commencemen

ts  

(government 

subsidised)  

in a 

calend

ar year.  

The limitation 

applies 

regardless of 

the level of the 

commenceme

nts  

Qualifications 

listed on the 

Approved 

Pre-

Apprenticeshi

p and 

Pathway 

qualifications 

list for 

individuals 

seeking to 

enrol in an 

Apprenticeshi

p 

 

To maximise 

course 

completions 

and 

encourage 

students to 

make 

informed 

decisions 

about their 

training and 

employment 

opportunities 

‘2 at a time’  

The student 

may be 

undertaking 

a maximum 

of…  

2 courses  

(government 

subsidised)  

at any 

one 

time.  

The limitation 

applies 

regardless of 

the level of the 

commenceme

nts  

Qualifications 

listed on the 

Approved 

Pre-

Apprenticeshi

p and 

Pathway 

qualifications 

list for 

individuals 

seeking to 

enrol in an 

Apprenticeshi

p 

 

To maximise 

course 

completions 

and 

encourage 

students to 

make 

informed 

decisions 

about their 

training and 

employment 

opportunities  

‘2 at level’  

The student 

may make 

a maximum 

of…  

2 commencemen

ts  

(government 

subsidised)  

across 

the 

lifetime 

of the 

student  

 at each 

level of the 

AQF;  

 in the 

‘Courses in’ 

category, 

which are 

not 

mapped to 

the AQF  

 

Foundation 

Skills courses;  

 VCE/VCA

L; and  

 VET 

certificate

s 

complete

d as part 

of a senior 

secondar

y 

qualificati

on  

 

To 

encourage 

individuals to 

obtain 

progressively 

higher skills.  
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For traineeships the individual must also be: 

 

 Employed in Victoria in either a full time or part time capacity under award or  

registered agreement 

 Undertaking a Training Scheme approved by the commission 

 A signatory to a training contact with their employer which is registered with the 

commission 

 A signatory, jointly with the employer and the RTO to a training plan 

 Involved in paid work and structured training, either workplace based or off-the-job. 

 

All training must be delivered within the state of Victoria 

 

 

Exceptions to the VTG eligibility criteria 

Individuals referred to training under the particular initiatives set out by the DEECD may not be 

required to meet particular aspects of the Eligibility Criteria. Individuals undertaking training 

under the following arrangements must present the relevant referral form prior to enrolment –  

 Referred Job Seekers 

 Asylum Seekers and Victims of Human Trafficking Initiative 

 Workers in Transition 

 [Where there is a ‘NO’ against eligibility criterion, students in that initiative/program do not 

need to meet the criterion] 

Initiative Citizenship/residency Up skilling ‘2 in a 

year’ 

‘2 at a time’ ‘2 at 

level’ 

Workers in 

transition 

YES NO YES YES YES 

Automotive 

Supply Chain 

Training Initiate 

YES NO YES YES YES 

Asylum Seekers 

and Victims of 

Human 

Trafficking 

NO YES YES YES YES 
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An individual is not eligible for government subsidised training under VTG if: 

 They are enrolled at a school (excluding School Based Apprentice/Trainee) or registered 

for home schooling in Victoria you will not be able to receive a government-subsidised 

training place for a course through the Victorian Training Guarantee. The government 

supports schools in other ways to offer vocational training to their students, for further 

details discuss options with your school.  

 

 Within the meaning of the Corrections Act 1986, a prisoner held at a prison including but 

not limited to: 

I. Hopkins Correctional Centre (Ararat) 

II. Barwon Prison 

III. Beechworth Prison 

IV. Dame Phyllis Frost Centre 

V. Dhurringile Prison 

VI. Langi Kal Kal Prison 

VII. Loddon Prison 

VIII. Marngoneet Correctional Centre 

IX. Tarrengower Prison 

X. Metropolitan Remand Centre 

XI. Melbourne Assessment Prison 

XII. Fulham Correctional Centre 

XIII. Port Phillip Prison 

 They are detained under the Mental Health Act 1986; or the Crimes (Mental Impairment 

and Unfitness to be Tried) Act 1997 or the Sentencing Act 1991 at the Thomas Embling 

Hospital 

 They are detained (other than on weekend detention) under the Children, Youth and 

Families Act 2005 or the Sentencing Act 1991 or who is held on remand in one of the 

following youth justice facilities 

I. Malmsbury Juvenile Justice Centre 

II. Parkville Youth Residential Centre 
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Determining prior qualification in eligibility 

For the purpose of applying the eligibility criterion relating to the highest qualification 

held, the following prior qualifications are not taken into account: 

a. The Victorian Certificate of Education; Victorian Certificate of Applied Learning 

(intermediate or Senior); International Baccalaureate Diploma; and senior secondary 

school certificates from other Australian jurisdictions 

b. Qualification listed in the Approved Foundations Skills List 

c. Any VET certificates completed as part of senior secondary qualification 

d. Qualifications with the title ‘course in….’ which are not aligned to a specified level 

within the Australian Qualifications Framework (AQF); and 

e. Non-Australian qualifications, except where equivalency has been formally 

established with a qualification within the AQF. 

In accordance with the AQF and for the avoidance of doubt, Vocational Graduate 

Certificate and Vocational Graduate Diploma level qualifications are higher than 

qualifications at the Bachelor Degree level. 

Eligibility for accredited courses with the title ‘course in……’ 

A number of courses with the title ‘course in….’ are accredited. These are nationally 

recognized training products providing skills recognition leading to a Statement of 

Attainment, rather than the award of a qualification recognized within the Australian  

Qualifications Framework (AQF). They are not aligned with the AQF. Enrolment in a 

‘Course in ….’ Is subject to the same Victorian Training Guarantee eligibility 

requirements as other enrolments. 

To address ‘up skilling’ requirements, an individual who holds a qualification no higher 

than Certificate IV is to be considered eligible to enrol in a ‘Course in ….’ (Subject to 

meeting other eligibility criteria). 

Qualifications at Diploma level or higher are considered higher than courses with the 

title ‘Course in…’ 

Eligibility for courses and qualifications on the Foundation Skills List 

An individual in not eligible for government subsidised training under VTG in courses and 

qualifications on the Foundation Skills List (see below) if you hold a qualification issued 

by an Australian higher education provider that is at a Diploma or higher and or 

enrolled in the Commonwealth Government’s ‘Skills for Education and Employment’ 

program. 
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FOUNDATION SKILLS LIST 

A. General education, vocational pathways and literacy and numeracy 

General education 

22234VIC Course in Initial General Education for Adults 

22235VIC Certificate I in General Education for Adults (Introductory) 

22236VIC Certificate I in General Education for Adults 

22237VIC Certificate II in General Education for Adults 

22238VIC Certificate III in General Education for Adults 

Work and vocational pathways 

22213VIC Course in Recognised Informal Learning  

FSK10213 Certificate I in Skills for Vocational Pathways  

FSK10113 Certificate I in Access to Vocational Pathways 

FSK20113 Certificate II in Skills for Work and Vocational Pathways 

Language, literacy and numeracy support 

91471NSW Course in Language, Literacy and Numeracy 

21890VIC Certificate I in Initial Adult Literacy and Numeracy (Entry) 

21891VIC Certificate I in Initial Adult Literacy and Numeracy (Foundation) 

21892VIC Certificate I in Initial Adult Literacy and Numeracy (Established) 

Indigenous-specific courses 

22215VIC Certificate I in Mumgu-dhal tyama-tiyt 

22217VIC Certificate II in Mumgu-dhal tyama-tiyt 

22218VIC Certificate III in Mumgu-dhal tyama-tiyt 

Senior secondary study 

VCALFND001 Victorian Certificate of Applied Learning (Foundation) 

2200LZF Preparatory Year 11 Equivalent – General Studies 

B. English as an Additional Language (EAL) and related courses 

21938VIC Course in ESL 

21936VIC Certificate I in ESL (Access) 

21932VIC Certificate II in ESL (Access) 

21945VIC Certificate II in ESL (Employment) 

21933VIC Certificate III in ESL (Access) 

21935VIC Certificate III in ESL (Employment) 

21939VIC Certificate III in ESL (Further Study) 

21934VIC Certificate IV in ESL (Access) 

21937VIC Certificate IV in ESL (Employment/Professional) 

21940VIC Certificate IV in ESL (Further Study) 

22259VIC Course in EAL 

22250VIC Certificate I in EAL (Access) 

22251VIC Certificate II in EAL (Access) 
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22253VIC Certificate III in EAL (Access) 

22256VIC Certificate IV in EAL (Access) 

22252VIC Certificate II in EAL (Employment) 

22254VIC Certificate III in EAL (Employment) 

22257VIC Certificate IV in EAL (Employment / Professional) 

22255VIC Certificate III in EAL (Further Study) 

22258VIC Certificate IV in EAL (Further Study) 

10361NAT Course in Preliminary Spoken and Written English 

10362NAT Certificate I in Spoken and Written English 

10363NAT Certificate II in Spoken and Written English 

10364NAT Certificate III in Spoken and Written English 

10365NAT Certificate IV in Spoken and Written English – Further Studies 

10366NAT Certificate IV in Spoken and Written English – Employment 

C. Disability-specific courses 

22129VIC Certificate I in Transition Education 

22128VIC Certificate I in Work Education 

At WTA we do not deliver the Foundation Courses – but we have many training provider 

friends! We can help you find one that would love to help you! 

 

What do I do next? 

For proof of eligibility you will need to have: 

Prior to the commencement of training, for each individual eligible for the Victorian 

Training Guarantee, we must complete Evidence of Eligibility and Student Declaration 

form and sight in hard copy original or certified photocopies of the original evidence of 

eligibility. 

This could include: 

An Australian birth certificate; 

or a current Australian passport; 

or a current New Zealand passport; 

or a Naturalisation certificate; 

or a green Medicare card; 

or formal documentation issued by the Australian department of immigration and 

citizenship confirming permanent residence; 

If student’s age is relevant to their eligibility proof of age must be produced: 

 Birth certificate or 

 Current Passport or 

 Current Drivers Licence or 

 Proof of Age 
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What is a “certified photocopy”? 

A certified photocopy is a photocopy of an original document which has been certified 

as being a true copy of an authorised person. 

Please Note-Certified photocopies that are scanned or faxed are not acceptable forms 

of evidence. 

The authorised person must write on every page of the copy document “I have sighted 

the original document and certify this to be a true copy of the original” sign each 

statement and provide their designation for example “Pharmacist”.  

Authorised Persons include: 

A justice of the peace or bail justice 

A member of the police force 

A pharmacist 

For a list of more authorized person you can visit the website: 

http://assets.justice.vic.gov.au/justice/resources/5096dc0c-bf78-4307-998b-

0268a3480965/list_of_victorian_authorised_witnesses.pdf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://assets.justice.vic.gov.au/justice/resources/5096dc0c-bf78-4307-998b-0268a3480965/list_of_victorian_authorised_witnesses.pdf
http://assets.justice.vic.gov.au/justice/resources/5096dc0c-bf78-4307-998b-0268a3480965/list_of_victorian_authorised_witnesses.pdf
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Section 4- Understanding the terminology 
 
 

There are many training terms which play a major part in your training journey below we 

have provided an explanation to what they all mean! 
 

 
 

Training packages 

A  training  package  is  a  set  of  nationally  endorsed  standards  and  qualifications  for 

recognising and assessing people's skills. A training package describes the skills and 

knowledge needed to perform effectively in the workplace. 

 
Each  training package has  a  number of  qualifications which  sit  under  its  umbrella, for 

example: 

 
Transport and Logistics Training Package 

 

 
 
Examples of some of the qualifications: 

   Certificate II in Warehousing Operations 

   Certificate III in Warehousing Operations 

   Certificate IV in Warehousing Operations 
 

If you wish to access training package information you can do so at: 

www.training.gov.au 
 

 
 

Qualifications 
 

A qualification is a formal recognition of the skills and knowledge required to complete and 

perform a role or task. In Australia, qualifications fall under the VET system and  include 

certificates I, II, III and IV, Diplomas and Advanced Diplomas. 

 
Training plan 

 

A training plan provides a  proposed ‘map’ for you of  how the training is  going to be 

delivered   and   the   qualification   achieved.   The   training   plan   must   reflect   industry 

requirements, the workplace setting and be vocationally relevant. 

 
Each training plan contains units of competency which the you must complete to gain your 

qualification. 

 
Unit of competency 

The competency standards in a training package describe work outcomes. Each unit of 

competency describes a specific work activity, conditions under which it is conducted and 

the evidence that may be gathered in order to determine whether the activity is being 

performed in a competent manner. By examining different aspects of the unit of 

competency, you will be able to gain answers to the following questions: 
 

   What is the work activity? 

   What does the work activity involve? 

   What skills are needed to perform the work activity? 

   What level of skill is needed? 

   What are the conditions under which this work activity may be conducted? 

   What evidence is needed to prove that a person is competent? 

   What knowledge and skills are needed to perform this work activity? 

   What generic work skills are needed? 

   Where should evidence be gathered? 

http://www.training.gov.au/
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   What resources are required to gather the evidence? 

 
The unit of competency is the backbone from which Warehouse Training designs its training 

and assessment methods. 
 

 
Training delivery modes 

 

There are a number of delivery modes that the trainer will use to deliver training in each of 

the units of competency. The trainer will choose these modes, based on how you  learn best. 

The training delivery modes are explained below: 

 
Off-the-job 

 
Training occurs at a time other than during working hours and at a place convenient for all 

participants. Off-the-job training commonly involves a group of participants who attend 

training regularly where the trainer moderates the learning pace. 

 
On-the-job 

 
Training occurs in the workplace and involves real workplace situations. The trainer will use 

learning activities such as practical demonstration of skills and role-plays to assist you in your 

learning.  On-the-job  training  provides  participants with  interaction  and  problem  solving 

opportunities. 
 
One-on-one 

 
One-on-one training involves the trainer instructing the participant in their learning. One-on- 

one training may include a number of methods to assist learning such as written work, case 

studies and practical demonstrations. 

 
Group training sessions 

 
This type of training requires participants to meet as a group at a  scheduled time and 

location. Participants will  be guided through the training session by the trainer and will 

engage in activities such as role-plays, group discussions and brainstorming exercises. 
Self-paced learning 

This type of training involves the trainer providing the participant with learning materials such 

as workbooks, reading materials, and other learning resources. The participant will use these 

resources to pace their learning in each of the units of competency. 

 
Flexibility 

 
Flexibility and being responsive to the needs of clients are key features of the Warehouse 

Training training and assessment system. We develop training in response to the needs of 

individual employees and the client. The idea of a ‘one size fits all’ model of training no 

longer applies in today’s working environment, as it is varied with constantly changing work 

schedules and priorities. 

 
The modes of training delivery, methods of assessment, the assessment procedure and the 

selection of units are all flexible, and driven by your individual needs and those of your 

organisation. The model chosen for you is the outcome of negotiation between the 

Warehouse Training trainer, yourself and your employer. 



Student Guide-V4 August 2014 

19 

 

Competency based assessment 

Assessment  is  the  process  of  collecting  evidence  and  making  judgements on  whether 

competency has been achieved. The purpose of assessment is to confirm that you can 

perform at the expected standard in a workplace. 
 
With competency based assessment you are  assessed as either Competent or  Not  Yet 
Competent. 

Being competent simply means showing that you have the knowledge, skill and attitude to 

perform a job to the expected standard. The way you demonstrate your competence is by 

the collection of evidence. 

 
Warehouse Training has developed a variety of assessment tools and tasks, which help to 

gather evidence relevant to the units of competency, included in the training program and 

ensure judgements of competency, are fair and consistent. 
 

How is the evidence collected? 

Observation 
 
This involves your trainer observing you working in your workplace. The trainer will have an 

observation checklist and will judge your performance against this checklist as you work. You 

will be given a copy of this checklist before being assessed and you will get plenty of time to 

practice. 
 

 
Oral questioning 

 
Your trainer will ask you a series of questions directly related to the unit of work you are being 

assessed on. You will be advised prior to assessment that oral questioning will form part of 

your assessment, so you will have plenty of time to prepare. 
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Work sample 
 
A  work  sample  refers  to  a  document  you  have  developed  for  your  workplace  or  a 

document you use and complete in the workplace. In order for this document to be used as 

part of your evidence it must relate to the unit you are being assessed on. A work sample 

does not relate to a document that someone else has created and you do not know how to 

use. You must be able to complete the document correctly and explain its purpose to your 

trainer. 

 
Written work 

 
This method of assessment can take many forms, such as; written questions, drawing pictures, 

diagrams and graphs. For each written activity you will be provided with instructions to 

successfully complete the activity. 

 
Projects and case studies 

 
Projects usually require you to do some research and write a report based on your findings. 

Case studies require you to read some provided information (usually a scenario) and then 

answer a series of written questions. 

Your trainer will collect projects and case studies as evidence of your competence. 
 
Structured demonstration 

 
You will be asked to demonstrate a particular task or skill relating to the unit being assessed. 

For example, your trainer may ask you to demonstrate the correct procedures for lifting a 

heavy or bulky item. Your trainer will use a checklist to assess you and of course you will be 

provided with a copy of this checklist before assessment so you can prepare. 

 
Role play 

 
A role play will also include a performance checklist, similar to those used during an 

observation. The checklist will provide you with the role play scenario and instructions on how 

to go about the role play. The completed checklist will be used as evidence to prove your 

competency. 
 
Supervisor’s report 

 
At times your trainer may also gather evidence of your competence in the form of a report 

to be completed by your supervisor in your workplace. 

A checklist will be provided to your supervisor to complete and comment on based on your 

performance in your workplace. 

 
Who makes the assessment decision? 

 
Once  the  evidence  has  been  collected  and  the  you  feel  ready  to  be  assessed,  a 

Warehouse Training trainer will assess you as ‘Competent’ or ‘Not Yet Competent’. 

Warehouse Training trainers have qualifications in assessment and training and many years’ 

industry experience. 
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What happens if I am assessed as not yet competent for a unit? 
 
If your trainer assesses you as not yet competent for a unit or multiple units from your training 

program there will be negotiation between yourself, your employee and your trainer on the 

options for you to become ‘Competent’. These options may include re-assessment, 

submitting further evidence or undertaking further training and competency development 

activities and being re-assessed at a later date 

 
This simply means you will be required to spend some more time developing the skills and or 

knowledge required for this unit. Once you feel confident to be assessed again your trainer 

will organise a suitable time to reassess you for that particular unit. 

 
Recognition of prior learning (RPL) 

 

We recognise your learning and skills regardless of how or where they have been acquired. 

In some instances you may find that previous experience or training has already given you 

skills in some areas for which training or assessment has been planned. If this is the case you 

may be granted RPL. 

For this process your trainer will still need to collect various types of evidence to ensure your 

competence. If recognition of prior learning is granted to you this will reduce the amount of 

formal training required. We encourage all students who believe they have prior skills or work 

experience that can be recognised in their course to Apply for RPL. 

 
Here’s how you can apply for RPL: 

    Your trainer is responsible for explaining and offering RPL to every student 

    You are to inform your trainer if you wish to apply for RPL 

  You are provided with an RPL kit and application form – completion of these are 

explained to you at the time 

    You will then collect your evidence and complete the RPL kit 

  You may be asked to attend an interview session with your trainer to discuss the 

evidence you have provided 

    Following this interview, you may be required to provide further evidence if needed 

    The trainer will assess your application and advise you of their assessment decision 

    The assessment decision is recorded in your file 

    If  you  happen  to  disagree  with  the  decision  you  are  able  to  appeal  it  –  see 

Complaints and appeals section of this guide – section 6 
 
Recognition of accredited training provided by other training organisations 

 

It is our policy to accept and recognise the qualifications and statements of attainment you 

have been issued by all RTOs. If you have a qualification or statement of attainment from 

another training organisation or TAFE we will recognise your achievements by a process 

called credit transfer. 

Where a direct correlation of a unit or multiple units exists a credit transfer will be granted. This 

means you will not be required to be assessed as competent in the unit again as you have 

already been judged to be competent previously. 

Where  direct  correlations are  not  found  you  will  be  provided  with  recognition of  prior 

learning (RPL) application form. The process for applying for credit transfer is as simple as 

providing Warehouse Training with a copy of your qualification or statement of attainment. 
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Section 5- What to expect? 
 

 

Contact with Warehouse Training 
 

The team here at  Warehouse Training are committed to providing a  stress-free training 

service to you and your employer. 

 
Our first point of contact with you will be to discuss your training and assessment options and 

help your employer and you decide the best qualification for you to complete. We will help 

you through the enrolment process, provide advice on incentives and fees and charges and 

give you support to ensure the process happens as seamlessly as possible. 

 
An up to date copy of fees and charges can be found on our website. If you are accessing 

a   government   funded   course   the   training   will   be   provided   with   Victorian   and 

Commonwealth Government funding. 

 
We will also be responsible for liaising with the Australian Apprenticeship Centre (AAC) if you 

undertake a traineeship, to make sure your training program gets underway successfully. 

 
Your employer will  be allocated a  dedicated training scheduler who  will  become your 

number  one  contact throughout the  training program.    Your  training scheduler  will  be 

responsible for scheduling and re-scheduling (if necessary) training appointments, confirming 

monthly appointments with you and your employer via phone and email and sending SMS 

reminders the day before to you. 

 
At Warehouse Training we only employ trainers with extensive industry knowledge.  You will 

be allocated a training professional who will educate, engage and inspire you to be the best 

you can be. Your trainer is responsible for: 

 
   Delivering training and assessment in accordance with the training plan 

   Meeting with each employee to discuss progress in relation to the training plan 

   Documenting   the   training   and   assessment   provided   in   reference   to   the 

competencies 

 
Once you have decided on the qualification and negotiated a suitable training plan, prior to 

any formal training or assessment, you will  be subject to a  couple of  reviews for us  to 

determine the best possible training and assessment you require. 

 
Enrolment process 

 

After you have been provided with comprehensive information about your training program 

your trainer will arrange for you to complete your enrolment. 

You will fill in an enrolment form which includes contact information and asks questions about 

your education background and reasons for you completing training. Some of this 

information is gathered as statistics by the Government and of course Warehouse Training 

uses your contact information to contact you as required for the duration of your training 

program. 

At this time your trainer will also explain this student guide and talk to you about your training 

schedule (how often you are required to have contact with your trainer). 

This is a great opportunity for you to ask any questions you may have about anything to do 

with the training you are about to start. 
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Language, literacy and numeracy review and assistance 

A pre-training review is conducted with all of our students prior to commencing any formal 

training. This is a method of gathering information on your individual language, literacy and 

numeracy requirements. This review helps us determine if you will require support in any of 

these areas during training. We also ask about your previous experience and expectations of 

the training program. Identification of your individual learning needs is an important step in 

providing you with the best support throughout your training. 

We can support you if your pre-training review identifies that you will require language, 

literacy or numeracy assistance. We are able to adapt our training delivery and learning 

strategies to ensure you are getting the most out of training. There are supporting agencies 

we are able to contact for assistance including: 

   Australian Council for Adult Literacy 

http://www.acal.edu.au/ 

   Education Network Australia 

http://www.edna.edu.au/edna/go 
 

What if I have a disability? 

We will do everything that is reasonably possible to help you complete your training. It is our 

role to do everything possible to help you achieve. We do not and will not disadvantage any 

students because of language, literacy and numeracy requirements, cultural or language 

background, age, religion or disability. 
 

 
 

How will you learn? 

Depending on what sort of training you are completing there will be differing amounts of 

trainer contact time. You may be completing most of your training online, by 

correspondence, through one-on-one training sessions with your trainer or in group sessions 

with other participants involved too. 

Your trainer will be able to explain to you during your enrolment process what sort of contact 

time you can expect. 
 

 
 

Flexibility in training 

In everything we do we take your best interest into account. The way we deliver our training, 

the way we assess you and the units chosen and all flexible. The model chosen for you is 

based on what is best for you. 
 
Employer responsibilities – skip to the next heading if you do not have an employer 
Your employer has a role in your training too. It is up to them to: 

   providing training in the day-to-day tasks required of the your job 

   explain clearly to you the way you are to be involved in the business and the way in 

which  the  performance  of  your  set  tasks  builds  your  knowledge  and  ability  to 
eventually perform as a fully qualified worker 

   provide adequate supervision and give the appropriate tools, materials and instruction 

to both work and learn effectively 

   release you for regular training sessions 

   provide a  workplace which is  safe  and  clearly identifies hazards; keeping regular 

updates of risk management strategies 

  ensuring that you not only gain the hands on experience necessary to your 

development, but that you have every opportunity to complete the required amount 

of structured training if you are completing a traineeship 

   adhere to the conditions in the relevant employment agreement or award 

http://www.acal.edu.au/
http://www.edna.edu.au/edna/go
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   allocating a supervisor who will be responsible for: 

 
1.   monitoring and discussing training progress and any related issues 

2.   assisting in the development of the training plan 
3.   assisting in the scheduling of structured training visits 

4.   discussing training plan progress with your Warehouse Training trainer 
5.   mentoring and coaching you as required 

6.   providing structured training withdrawal for traineeships. 

 
Your rights 

You are entitled to have access to: 
   the full range of work needed to develop the relevant competencies 

   tools and equipment required in developing competency 

   instruction and supervision in the workplace 

   opportunities to complete relevant qualification in accordance with training plan 

   a healthy and safe working environment 

   a workplace free of any harassment 
 
 
 
 
 
 

Section 6- What you must do 
 
 

 
Your responsibilities 

You must make every reasonable effort to: 
    acquire the skills of the vocation 

    obtain the appropriate qualification as per the training plan 

    accept instruction and training in  the  vocation provided your  employer and 

Warehouse Training 

    attend scheduled training or advise your trainer if you will be absent 

    actively participate in each training session 

    complete learning activities, workbooks, projects and any other assessment tasks 

    complete structured training and document this on your log 

  advise your trainer if you are having difficulties with the tasks set or you feel you 

need some extra help or support 

 
Change of circumstances 

Please advise your trainer of the following: 
    If you change your name or address 

    If you leave your employer 

    If your hours of work are reduced or changed 

    If you are unable to attend assessment 

 
Warehouse Training’s expectations of you 

Your trainer will expect you to show a commitment to the training you are undertaking by: 

    attending all scheduled training or advising if you are unable to attend 

    completing all required activities within the timeframes advised 

    submitting work that is yours and 

    submitting work that you are proud of (the best you can do!) 

    ask for help if you feel like you need it 
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Section 7- Feedback 
 

 

Warehouse Training’s open door policy 

It is impossible for you or your trainer to predict every potential issue or problem that may 

arise during your training. We pride ourselves on creating a supportive environment of trust. 

We encourage you to talk to us about issues or problems that are impacting on your training. 

We commit to helping you successfully complete your training and therefore we want to 

know how you are coping. 

 
You should feel comfortable approaching Warehouse Training at any time during the course 

of your training to discuss any difficulties you may be experiencing. 

 
If you are not comfortable approaching your trainer, please phone the Warehouse Training 

office in your state to speak to another Warehouse Training employee. 
 

 
Feedback – what, when and how 

 

You will be asked to provide Warehouse Training with feedback regarding your training 

program throughout the duration of your training. 

 
This feedback can come in  many forms; your trainer may ask you questions during an 

informal conversation, you will be asked to complete a survey or questionnaire at least once 

during each training program. The feedback you provide is invaluable to us, we do take into 

account your opinions and suggestions for ways to improve our training programs. All your 

feedback is collected anonymously so you should definitely always tell us what you are 

thinking – good, bad or indifferent! 

Your  trainer will  also provide  you with  feedback throughout your  training program. This 

feedback will relate to the work you are submitting for your assessments. You will be advised 

when you have successfully completed each unit of work and been awarded a competent 

result. 

 
Feedback will be provided to you a number of ways too; you may receive written feedback 

or feedback may be discussed during a conversation with your trainer. 
 
Throughout the training and assessment process your employer will be provided with ongoing 

verbal feedback with regard to your performance. Upon completion of unit assessment you 

and your employer will be advised of the assessment outcome in the form of an Assessment 

Report, which indicates the assessment result as ‘Competent’ or ‘Not Yet Competent’. You 

and your employer will be asked to validate this result by signing an assessment report for 

each unit assessed. 

 
As you continue to develop and acquire skills the trainer will provide your employer with 

ongoing feedback of your progress. 
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Section 8- The do’s and Don’ts 
 

 

The Australian Skills Quality Authority (ASQA) is the national set of standards which assures 

nationally consistent, high-quality training and assessment services for the clients of Australia’s 

vocational education and training system. At Warehouse Training we are committed to 

meeting our obligations under the ASQA. 
 
Please call our office to request a copy of our latest audit results. 

 
The following is a list of obligations that you and we have to adhere to: 

 
Absenteeism 

If you continually miss scheduled training sessions we are obligated to inform an 

Apprenticeship Field Officer who may investigate the matter further.   At all times we will 

endeavour to re-schedule missed appointments where possible and to maintain monthly 

contact with you. 
 
Access to your records 

If you request to see your training records, we will happily oblige! If you wish to have access 

to your records, please make an application in writing to Warehouse Training Australia’s 

Head Office and we will arrange for you to access your records. 
 

 
Assessment 

Warehouse Training, regardless of whether through a training and assessment pathway or 

assessment-only pathway, will: 
   comply with  the  ‘Assessment Guidelines’ included in  the  applicable nationally 

endorsed   training   packages   or   the   assessment   requirements   specified   in 

accredited courses 

   lead to the issuing of a ‘Statement of Attainment’ or qualification under the AQF 

when you are assessed as competent against nationally endorsed unit(s) of 

competency  in  the  applicable  training  package  or  modules  specified  in  the 
accredited course 

   comply with principles of validity, reliability, fairness and flexibility 

   provide for you to be informed of the context and purpose of the assessment and 

assessment process 

   where relevant, focus on the application of knowledge and skill to the standard of 

performance required in the workplace and cover all aspects of workplace 

performance, including task skills, task management skills, contingency 

management skills and job environment skills 

   involve the evaluation of sufficient evidence to enable judgments to be made 

about whether competency has been obtained 

   provide you with feedback about the outcomes of the assessment process and 

guidance on future options; and provide for reassessment on appeal. 

 
Complaints and appeals process 

You may find a time when you don’t agree with an assessment decision or the way training is 

being conducted and you wish to lodge a complaint or appeal a decision. It’s OK, we’re 

here to help and support you through this process. 
 
Warehouse Training commits to: 

     treating your complaints and/or appeals in a fair, constructive and timely manner 

  handling  all  disputes  professionally  and  confidentially  in  order  to  achieve  a 

satisfactory resolution. 
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Day Action Time frame 
1 Initial   receipt   of 

complaint 
Training manager will contact you within 24 hours to 

acknowledge receipt and stat investigation. 

1 - 3 Investigation Training manager will investigate incident for a max 

of 48 hours. 

4 Provide solution Training manager will contact you with a solution, 

4 Arrange interview Training manager may need to contact you to 

arrange an interview. A support person can be 

accompany you to this and all meetings. 

5 make decision Training manager will contact you with a solution and 

provide  appeals  information if  you  are  not  happy 

with the decision. 

 

Definitions: 
 

Appeal – The lodging of a complaint disputing a result or outcome of a training program or 

assessment including RPL. 

Complaint – The lodging of a complaint disputing a result or outcome of a training program 

or assessment including RPL. 

The process 

     discuss the issue with your trainer 

  if the issue is not able to be resolved this way, the trainer is to provide you with a 

complaint/appeal application form 

  the trainer will advise you how to complete the form and how to submit it directly to 

their manager 

  the training manager will contact you within 24 hours to acknowledge receipt of your 

complaint and confirm any points 

  the  training  manager will  then  assess  the  application, seek  extra  information as 

required and again discuss the issue with yourself, if appropriate 

     the training manager will then assess the situation and provide you with a decision 

  if the complaint/appeal is still unresolved, the training manager will escalate the 

matter to a panel including head office personnel as well as external mediators, if 

required 

  if the original assessment decision is confirmed you will be contacted and requested 

to attend an interview with a member of the panel for feedback and counselling, 
you will be given the opportunity to have a support person accompany you 

  if the original assessment decision is altered you will be advised of this in writing and 

immediate action will be taken 

  if an assessment decision is altered the relevant trainer is counselled regarding their 

assessment decision. 

Please note, that training and assessment for the remainder of your training program will 

continue, where possible, throughout this process. 

 
Complaints management time-line 
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Confidentiality and privacy 

Warehouse Training is committed to protecting the personal information that you share with 

us. All student records are treated with the utmost confidentiality and will not be accessible 

to any person outside of Warehouse Training, other than the State Training Board for audit 

and statistical purposes. 

Warehouse Training, in upholding the legal obligations as set out in the Privacy Act 1998, must 

make every effort that personal information including the re-issuing of qualifications and 

Statements of Attainments is legitimately forwarded to the student to whom the records 

relate. 

Continuous improvement 

Along with the feedback we receive via our complaints process, Warehouse Training also 

improves its quality and product offerings by: 

 
   Conducting student surveys 

   Conducting employer Surveys 

   Collecting feedback at the end of training sessions 

   Acting  on  informal  feedback  received  by  our  Business  Development  Managers, 

Schedulers, Trainers and other members of the Management team 

   Running internal Moderation Meetings 

   Running internal professional development sessions 

   Encouraging our employees to attend external professional development opportunities 

   Keeping up to date with the latest training industry initiatives and changes 

 
General 

Warehouse Training will: 

   maintain adequate and appropriate insurance including public liability and Work 

Cover 

   advise State Training Authority (STA) in writing within 10 working days of any change 

to the information contained in the Registration/Endorsement application 

   provide all the STA or its agents access to training records, delivery locations and 

staff for the purpose of auditing performance or verifying compliance with the 

Conditions of Registration/Endorsement 

   pay  the  STA all  recognition fees within 30  days  of  these  fees  being  due  and 

payable. 

 
Issuing qualifications 

Warehouse Training will not issue qualifications until such a time that: 
   all competencies of the structured training have been achieved, and 

   your employer has given written confirmation of your competence as an employee in 

the workplace. 

 
Leaving your employment 

 

If the you leave your employment prior to completing the structured training, Warehouse 

Training will offer to continue training to you outside of the workplace so that you can 

achieve the specified qualification. 
 
Legislation 

As with any workplace, there are laws to protect those in the VET system from discriminatory 

behaviour and to ensure a safe workplace, including: 
 
Equal opportunity legislation 

 

This legislation makes discrimination and harassment unlawful. Commonwealth equal 

opportunity legislation includes: 

     The Racial Discrimination Act 1984 

     The Sex Discrimination Act 1984 
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     The Disability Discrimination Act 1984 

 
Occupational health and safety legislation 

These laws apply to all workplaces and training facilities at all times. 

Warehouse Training will comply with all laws relevant to the operation of the training premises 

including occupational health and safety and fire safety regulations. Warehouse Training will 

ensure the training facilities, equipment and all other resource materials are maintained in 

good order and repair. 

Quality assurance and improvement 

Warehouse  Training  has  adopted  a  quality  assurance  and  improvement  system,  which 

includes  clearly  documented  procedures  for   managing  and   monitoring   all   training 

operations and reviewing student/client satisfaction. 

Reasonable adjustment 

Reasonable adjustment is designed to ensure that all people are treated equally in the 

assessment process –  this  means that, wherever possible, Warehouse Training will  make 

adjustments to the assessment process to meet the individual needs of the student. 

 
These adjustments may include: 

 
   Making learning materials and methods accessible 

   Adapting the physical environment and/or equipment 

   Making adjustments to the procedures for conducting assessment 

   Making adjustments to the evidence gathering techniques 

   Making adjustments to the training resources 

 
Staff 

Warehouse Training will ensure that our trainers and assessors have: 
   demonstrated competencies at least to the level of those being delivered 

   demonstrated achievement of the Certificate IV in Training or Assessment 

   industry experience that is current and relevant to the particular training packages 

and units of competence that they are involved in delivering 

   ensure that responsibility for the management of RPL applications and assessments 

are  clearly  identified  and  undertaken  by  the  person  or  persons  with  relevant 

expertise 

   ensure that responsibility for the management and coordination of training delivery, 

assessment staff selection and professional development is clearly identified and 

undertaken by a person or persons with relevant qualifications and experience. 
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Student behaviour and discipline 
 

We want every student to have an equal opportunity to learn in a safe, supportive and 

encouraging environment. 

We consider the following to be very important: 

    Respect for each other and their property 

    A clean and safe learning environment 

    Equal rights for all students regardless of gender, race, culture, age, religion or ability 

    Enhancing the experience of all students 

    Punctuality 

    Response to any reasonable request from your trainer 

    Advising your trainer if you are unable to attend a training session 

  Submitting  your  own,  original  work  for  all  evidence  provided  to  be  used  for 

assessment decision 

 
We therefore do not allow the following: 

    Smoking in any classroom/training environment 

    Students under the influence of drugs and/or alcohol 

    Offensive language 

    Offensive body language and/or gestures 

    Gambling in any classroom/training environment 

    Inappropriate sexual behaviour 

    Assault 

    Harassment 

    Criminal activity 

    Damage to property 

    Inappropriate use of the internet 

    Weapons in any classroom/ training environment 

    Cheating or plagiarism 

 
Where a student does not comply with the behaviour policy, Warehouse Training will ensure 

the inappropriate behaviour is dealt with. In the first instance Warehouse Training may: 

     Organise a discussion with the student and trainer about the behaviour 

     Provide a verbal warning about the behaviour 

  Develop a plan/agreement that records the behaviour and the plan to eliminate the 

behaviour 

     Depending on  the  severity  of  the  behaviour  the  student  may  be  automatically 

expelled from training 

Support will be provided to the student through referral to any appropriate support service or 

counselling. 

 
Misconduct and disciplinary arrangements 

 

All decisions to discipline or suspend a student for misconduct or serious misconduct will be 

made according to the following: 

 
'Misconduct' means wilful conduct by a student which is unsatisfactory. 

 
'Serious  misconduct'  means  serious  misbehaviour  of  a  kind  which  constitutes  a  serious 
impediment to the carrying out of a student’s responsibilities; or 

 
   serious dereliction of tasks performed 

   conviction by a court of an offence 

   payment or other forms of inducement to vary the assessment results of the student. 

Examples of 'serious misconduct' include: 

   Theft 

   Fraud 

   Assault 
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   Serious harassment (including sexual harassment). 

   Students under the influence of drugs and/or alcohol 

   Assault 

   Criminal activity 

   Breaking any law 

   Weapons 

   Theft 

   Cheating 

   Damage to property 

 
Any serious misconduct (as listed above) will result in a student automatically being expelled. 

 
Student support, welfare & guidance services 

Warehouse Training aims to ensure all students are provided with the support needed to 

maximise their learning opportunities. A Warehouse Training trainer is able to provide referrals 

on  request  to  a  range  of  services  and  professional  bodies  and  associations  including 

personal and career advisory/counselling services. Some support services are also listed 

below 
 

Lifeline 
24 hour Counselling Service 

Phone: 13 11 14 

www.lifeline.org.au 

Crisis Support 
24 hour Counselling Service 

Phone: (03) 8371 2800 

Email: enquiries@crisissupport.org.au 

www.crisissupport.org.au 
 

Beyond Blue 

Phone: 1300 22 4636 

www.beyondblue.org.au 

Suicide Helpline Victoria 

Phone: 1300 651 251 

 

Kids Help Line (free call) 

Phone: 1800 55 1800 
Mensline 

Phone: 1300 789 978 
 

Drugs and Alcohol 

The National Drug and Alcohol Research Centre (NDARC) was established at the University of 

New South Wales in May 1986 and officially opened in November 1987. It is funded by the 

Australian Government as part of the National Drug Strategy, and is committed to helping 

those 

with drug or alcohol related problems. 

Their website provides information about; 

   The problems associated with use and abuse of alcohol and other drugs 

   The impact on health, workplaces, resources, families and communities of drug and 

alcohol abuse 

   Strategies to assist people in minimisation of harm from drug and alcohol use and 

abuse 

 
If you are in need of specific drug information and/or resources you will need to contact the 

alcohol 

and drug information service in your state and territory. These are staffed by trained 

counsellors 

who can assist you with information, appropriate treatment and counselling. The majority of 

these 
services run 24 hours a day, here are the contact numbers, 

 
NSW: 02 9361 8000                    VIC: 03 9416 1818 

1800 422 599 (toll free)                          1800 136 385 (toll free) 

Web: http://ndarc.med.unsw.edu.au/ 

http://www.lifeline.org.au/
http://www.lifeline.org.au/
mailto:enquiries@crisissupport.org.au
mailto:enquiries@crisissupport.org.au
http://www.crisissupport.org.au/
http://www.beyondblue.org.au/
http://www.beyondblue.org.au/
http://ndarc.med.unsw.edu.au/
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Surveys 

Warehouse Training has an obligation to inform students about the possibility of receiving a 

survey from the National Centre for Vocational Education and Research (NCVER), during 

their training term. These surveys are used to gather important data as it provides a picture of 

employment and further study outcomes following training, as well as what students thought 

about their training experience. 

 
You may also be invited to participate in a Higher Education and Skills Group endorsed 

project and/or be contacted by Higher Education and Skills Group for audit purposes. 

 
Warehouse Training Australia collects Quality Indicator Surveys from both students and 

employers. If you wish to view a copy of our survey results you can access these on our 

website. If you do not have access to the internet you can request a copy from the RTO 

Manager. 

 
Suspension 

At times it may be necessary to suspend a training contract for a specified period of time 

due to instances such as, but not limited to; illness, changes in work demand, extended 

leave. The training contract can only be suspended with the permission of the Victorian Skills 

Commission. 
 
Further obligations 

As an RTO, we are authorised to deliver training to the national standards required, and are 

accredited nationally. As such, we work closely with you and your employer to establish your 

needs and deliver a training plan to meet these required needs. 

 
We will ensure that you and any other parties who may be involved in the training and 

assessment process are engaged in the development, delivery and monitoring of the training 

and assessment.   This means we provide training and advice to meet the needs of all 

stakeholders throughout the training period. 

 
We will also ensure that you are fully informed about the training, assessment and support 

services to be provided, and about your rights and obligations prior to entering into a training 

agreement with Warehouse Training. 

 
We will also: 

   undertake a recognition of prior learning (RPL) process, when required, for you 

   assist yourself and your employer to develop and deliver a training plan that matches 

the job role and expectations 

   assess  the  achievement  of  competencies  including  seeking  your  confirmation  of 

competence, where applicable 

   provide additional learning support if required 

   ensure the regulations on fully workplace based delivery are complied with, such as 

‘structured training requirements’ for traineeship situations 

   conduct monthly contact sessions with you to : 

 
1.   Monitor progress against the training plan 

2.   Monitor and document the training/learning activities undertaken during 

the withdrawal time for previous month 
3.   Record the  dates  and  time  period  logged  as  withdrawal time  in  the 

previous month 

These monthly contact sessions can include worksite visits, phone calls, webinars or contact 

via  email. 
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Access and 

Equity 

Warehouse Training Management and staff provide assistance to all clients 

to identify and achieve their desired outcomes. Warehouse Training is 

committed to providing training and assessment services to all clients 

regardless of race, religion, sex, socio-economic status, disability, language, 

literacy or numeracy and upholds the principles of equal opportunity. 
 

 

Complaints 

and Appeals 

The complaints and appeals policy of Warehouse Training shall ensure that 

all complaints are dealt with in a constructive and timely manner. All 

complaints and appeals will be responded to within 5 business days of the 

complaint or appeal being received ad we will do all possible to t 

satisfactory resolve each complaint and grievance. 
 

 

Financial 
Management 

 
Warehouse Training applies sound and accountable financial practices 

within its day-to-day operations and maintains its adherence to equitable 

refund policies. 

 

 

Issuance of 

Qualifications 

 

Warehouse Training will promptly provide copies of all qualification and 

statements of attainment achieved by enrolled students and provide 

ongoing assistance to enquiring students with regard to their record of 

achievements and statements of attainment. 

 

 

Legislative 
Compliance 

 

Warehouse Training Management and staff conducts periodic reviews to 

ensure that it is compliant with all state and federal legislative requirements 

for RTO’s including but not limited to OH&S, Harassment, Discrimination, 

Equal Opportunity and Vocational Education and training legislation. 

 

 

Marketing 

Accuracy 

 

Warehouse Training Management and staff are committed to marketing its 

training and assessment services in an accurate, ethical and responsible 

manner ensuring that all clients are provided with timely and necessary 

information. 

 

 
Provision of 

information 

Clear and accurate advice is provided to all enrolling students at 

Warehouse Training. Initial contact, orientation and the commencement of 

studies is supported by the provision of timely information concerning 

enrolment procedures, vocational outcomes, fees, access and equity, 

guidance and support, complaints and appeals procedures and RPL 

arrangements or credit transfer. 
 

 

Records and 

Information 

Management 

Warehouse Training is committed to implementing best practice in its 

records management practices and systems, responding in a timely 

manner to all requests of information from present and past students. All 

staff employed by Warehouse Training will be required to apply themselves 

to the provisions of the Privacy and Protection of Personal Information Act 

1998. 
 

RPL 

(Recognition 

of Prior 

Learning) 

Warehouse Training management and staff are committed to supporting 

The RPL enquiries and requests from potential and enrolled students. 

Enrolling students are supplied with relevant RPL information at initial 

contact and orientation events prior to undertaking studies. Further support 

is provided with relevant RPL tools following RPL application. 
 

 

Stakeholder 

feedback 

 
Warehouse Training is committed to securing and reviewing advice and 

feedback from all its stakeholders involved in the delivery of its training and 

assessment services. 

 

Our code of practice 
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Training and 

Assessment 

Services 

Warehouse Training management and staff are committed to providing 

Training and Assessment services, resources, support and equipment in a 

condition and environment that is conducive with achieving competency 

in the units of study undertaken. 
 
 
 

Fees & Charges 
 

 

All  students who meet the Victorian Training Guarantee eligibility criteria will  have their 

course funded with Victorian and Commonwealth Government funding. The only fee 

payable is the tuition fee. 
 

 
Warehouse Training Australia does not charge for: 
     Student services and amenities 

     Assessing Recognition of Prior Learning 

     Equipment and Materials – such as resources, uniforms, training materials etc. 

     Re-sitting assessments 

     Re-printing certificates 

 
Warehouse Training Australia will also not collect over $1,500 of fees in advance to protect 

the fees that you have paid to us. 
 

 
 
 

Concessions and Fee Waivers 

All students who hold a Commonwealth Health Care Card, Personal Concession Card or a 

Veterans Gold Card are entitled to pay only the concession fee for their course. Concessions 

also apply to person who are dependant partners or children of the cardholder (excluding 

the Veterans Card). 

 

Please note, students undertaking training of a Diploma level or above are not eligible for 

these rates unless you are involved in a traineeship. 

 

Under the Indigenous Completions Initiative, all enrolments undertaken by indigenous 

students attract only the minimum tuition fee. This applies to all courses. 

 

Job seekers who are registered with an Employment Services Provider may also be eligible for 

a fee exemption. 

 
Refunds and Cancellations 

If for any reason, during the first four weeks after commencing training you decide that it isn’t 

for you, you can notify us in writing that you wish to withdraw and will be provided with a full 

refund. 

 

If a course is cancelled by Warehouse Training Australia at any time during your course, a full 

refund will be issued. 

 

If you have paid for a tuition that is no longer required because of Recognition of Prior 

Learning or Credit Transfer, we will refund the amount equal to the difference between the 

tuition fee paid and the tuition fee payable for the adjusted hours. Please view further 

information on our fees, charges and refunds policy on our website. 
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Section 9 – Requirements and obligations specific to traineeships 
 

 

In addition to the requirements required under the Victorian Training Guarantee, employees 

undertaking a traineeship also have certain obligations that must be met.   (If you are not 

conducting training under a traineeship, then skip to the next section). 
 

 
 

Australian Apprenticeship Centres (AACs) 
 

Australian Apprenticeships Centres are contracted by the Australian Government to provide 

one-stop shops for employers seeking to hire trainees or apprentices. 

 
AACs: 

 
  Provide assistance to employers, Australian Apprentices and training providers 

throughout the duration of the Australian Apprenticeship 

     Market and promote Australian Apprenticeships in the local area 

     Administer incentive payments to employers 

  Work with the State and Territory Training Authorities to provide an integrated 

service 

  Establish  effective  relationships  with  Job  Services  Australia  providers,  Group 

Training Organisations, Registered Training Organisations (RTOs), schools and 

community organisations 

 
AACs provide information, administration services and support to employers and Australian 

Apprentices. They assist with the signing of training contracts and also, assess, approve and 

process the payment of Australian Government incentives to eligible employers. 

 
For more information please visit: www.australianapprenticeships.gov.au 

 

 
 

Structured Training Withdrawal 
 

As part of a traineeship program you are required to be withdrawn from routine work duties 

for a minimum period of time, for the purpose of undertaking structured training/learning 

activities. Structured training withdrawal is designed to ensure that you have sufficient 

opportunities to practice and consolidate your skills and develop your competence. 
 

 
Employers are required to: 

 

 

   Ensure   all   trainees   undertaking   workplace-based   training   at   the   Australian 

qualifications framework (AQF) certificate levels I and II are withdrawn from routine 

work duties for a minimum of 1.5 hours per week, averaged over a two-month cycle, 

for the purpose of undertaking structured training and learning activities. This must 

occur on a regular basis. 
 

   Ensure all trainees undertaking workplace based training at AQF certificate levels III 

and above are withdrawn from routine work duties for a minimum of three hours per 

week, averaged over a four week cycle, for the purpose of undertaking structured 

training and learning activities (pro rata for part time trainees). 

 
   Ensure that the training undertaken during the period of release includes a focus on the 

compliance and regulatory units and the units concentrating on generic skills. Up to 40 

http://www.australianapprenticeships.gov.au/
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hours of this training may be delivered in one or more blocks during the first three 

months of the training program. 

 
   Ensure that, if the trainee is to receive off-the-job training at an RTO, they are allowed 

to attend training classes (this is paid time). 

 
A sample of a Structured Training Withdrawal form is included in Part C of the training plan 

and has been broken into cycles to align with the units the trainees explore at the various 

stages of their traineeship program. 

 
Each cycle outlines the specific tasks that are to be undertaken during withdrawal prior to 

the next training session and the expected time these tasks will take.  If there are specific 

activities you would like included please speak to your Warehouse Training trainer who can 

include these for you. 
 
Your employer together with you and your Warehouse Training Trainer must ensure that Part 

C of the training plan (Log) is maintained to record details of the workplace structured 

withdrawal. A workplace supervisor will be required to monitor your withdrawal and activities 

and sign the Structured Training Withdrawal forms. 

 
Please note that completion of structured training withdrawal is not only an important part of 

a traineeship program and your development but a requirement that MUST be fulfilled. 

 
What activities can be classified as structured training? 

Examples of competency related development and Structured Training Withdrawal that you 

may engage in throughout the duration of the traineeship include but are not limited to: 

 
   Interview with the Warehouse Training trainer. 

   On-the-job training with the Warehouse Training trainer. 

   Off-the-job training with the Warehouse Training trainer. 

   Interview with workplace supervisor/trainer/mentor. 

   On-the-job training with workplace supervisor/trainer/mentor. 

   Off-the-job training with workplace supervisor/trainer/mentor. 

   Working through learning material and completing structured activities. 

   Participating in coaching, mentoring and buddying activities in the workplace and 

reporting on  these  activities either  back  to  the  Warehouse Training trainer  or  the 

workplace supervisor/trainer/mentor. 

   Completing Structured Demonstrations in the workplace. 

   Participating in role-playing activities in the workplace. 

   Participating in work shadowing activities and reporting on these to fellow colleagues, 

the Warehouse Training trainer or the workplace supervisor/trainer/mentor. 
   Participating in job rotation where you are given the opportunity to gain experience in 

new roles and situations in order to become multi-skilled. 

   Completing problem solving activities where you are  presented with  a  workplace 

problem and may seek assistance from fellow colleagues to solve the problem and 

report   solutions   back   to   the   Warehouse   Training   trainer   or   the   workplace 

supervisor/trainer/mentor. 

   Completing research activities relevant to a specific unit/s and reporting findings back 

to the Warehouse Training trainer or the workplace supervisor/trainer/mentor. 
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Extension 

If you are unable to complete the structured training prior to the nominal completion date of 

the training contract, you must apply for an extension to the term of the training contract. 

An application for extension is lodged by your employer via your ACC. 
 

 
 

Further information 

A training plan under a traineeship must be agreed to and signed within three months of the 

commencement of the training contract. 

 
Structured training can commence prior to a training plan being signed but it must be signed 

within four weeks of the structured training commencing. 
As with any map, deviations can occur, these can be due to: 

 
   the  assessment  methods  and  training  delivery  modes  may  not  be  as  suitable  as 

originally anticipated 

   the training needs of your organisation may demand a unit to be trained and assessed 

sooner than originally planned 

   we  may  find  group-training  delivery  has  been  more  effective  than  one-on-one 

instruction 

   timeframes for the achievement of competency may need altering due to annual 

leave, student aptitude or organisational workload. 

 
If any deviations or changes to the training need to occur, all parties must agree to the 

deviation or change. These changes must be documented and signed off by all parties. 
 

 
 

Why would staff want to complete a traineeship? 

Traineeships are a stepping stone to a career in industry and are suitable for Victorians of all 

ages who are interested in jobs with career prospects. For example, a person wanting to 

progress beyond a junior office-based role may complete a traineeship in business, which 

opens up a wider field of employment offering a range of opportunities. Traineeships are 

recognised by industry in general as an entry level for introducing new staff into the 

workforce. 
 

 
 

Non-compliance of your employer 

It’s easy for your employer to get caught up in the running of their business and sometimes 

this can affect the training you are undertaking. If this occurs, Warehouse Training is 

committed to raise any concerns with your employer or the workplace supervisor first, to 

discuss how we can meet our obligations to you, as set out in the traineeship agreement. 
 
It is important for you to know, that we have an obligation to notify an Apprenticeship Field 

Officer, if we are unable to resolve a matter with your employer, or yourself (as the trainee). 

Situations which may prompt this action can include: 
 

   Not meeting structured training withdrawal obligations 

   Any action which can potentially affect the completion of a traineeship within the 

contracted time period, including: 

     Consistent inability to be released for scheduled training sessions 

     Constant workplace absenteeism 

 
If you are unsure of your obligations under a training contract, or you have any concerns 

regarding the training you are receiving, it is best to contact us first on 1300 737 977. If we are 
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unable to satisfy your query, contact your Apprenticeship Field Officer or the Australian 

Apprenticeship Centre. 
 
 
 
 

Section 10 – About us 
 

 

RTO registration 

Warehouse Training is a registered training organisation (RTO No 20947) under the National 

Vocational Education and Training Regulator Act 2011 to provide the accredited courses 

and to award, confer or issue the recognised qualifications listed on its scope of registration. 

Further information on Warehouse Training’s registration to deliver accredited vocational 

education is available at www.training.gov.au. 
 

 
 

Regulatory Authorities 

From the 1 July 2011, Warehouse Training’s regulatory body for Vocational Education and 

Training (VET) is the Australian Skills Quality Authority (ASQA) under the National Vocational 

Education  and  Training  Regulator  Act  2011.  Further  details  are  available  at  the  ASQA 

website: www.asqa.gov.au 
 

 
 

Compliance framework and standards 

Warehouse Training is required to comply with the requirements set out in the VET Quality 

Framework which comprises: 

 
   the Standards for NVR Registered Training Organisations  (replaces the former AQTF 

standards) 
   the Australian Qualifications Framework (AQF) 

   the Data Provision Requirements 

   the Fit and Proper Person Requirements, and 

   the Financial Viability Risk Assessment Requirements. 

 
The Act also provides for Standards for VET Accredited Courses, which are in addition to the 
VET Quality Framework. 

 
You can view our latest audit report on our website. If do not have access to the internet and 

would like to see a copy please contact the RTO Manager to arrange for a copy to be sent 

to you 
 
Further details are available at: www.asqa.gov.au or by contacting our RTO Manager, Sarah 
Carrie. 

http://www.training.gov.au/
http://www.asqa.gov.au/
http://www.asqa.gov.au/about-asqa/national-vet-regulation/vet-quality-framework.html
http://www.asqa.gov.au/about-asqa/national-vet-regulation/vet-quality-framework.html
http://www.asqa.gov.au/about-asqa/national-vet-regulation/standards-for-vet-accredited-courses.html
http://www.asqa.gov.au/

