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1. PURPOSE AND CORE OBJECTIVES 
 

Competitive advantage as an outstanding professional learning organisation  
 

To maintain a competitive advantage over other Early Childhood training organisations by  developing a 

positive company culture of professional ethical integrity a nd operating as an outstanding training 

organisation.  

 

First Door listens to the feedback, problems and needs that both the student  and the student 's industry are 

experiencing relating to training and development. First Door invests in continuous improvement  and 

addressing industry training needs,  remain ing  innovative in this process.  

 

Measured by:  

¶ the customer's engagement in learning and their satisfaction and recommendations of First Door to 

others  

¶ learnersõ successful assessment and capability in the workplace  

¶ First Door and its team members displaying ethical conduct at all times  

¶ having a collaborative environment with continued adaptability, growth and learning within the 

organisation and its team members  

¶ active evaluation and continuous improvement processes  

¶ First Door's unrivaled reputation and continued demand for student enrolments  

 

First Door recruits and maintains passionate, motivated team members that share the same vision and 

objectives to provide learners with quality learning experiences and constructive assessment processes.  

 

Measured by:  

¶ the positive culture, energy and commitment of the First Door team  

¶ commitment to maintaining time frames and quality in training delivery and assessment  

¶ the continued growth and success of the company First Door Training and Development  

 

First Door provides training that upskills and empowers students to create learning environments within the ir 

workplace. First Door training sets a new benchmark in workplace competency so that employerõs 

preference for their employee's training is First Door Training and Development.  

 

Measured by:  

¶ referrals by organisation' s management for their employee s to use First Door 

¶ the learner's workplace competency is monitored by the First Door mentor and positive feedback is 

received from the learner's workplace supervisor/manager  

¶ establishment of active educational leaders and mentors in the workplace  

 

Developing capability in students  
 

Each learner is supported by a First Door mentor to develop their  professional capability, knowledge and 

skills.  

 

To provide students  with innovative resources and learning environments that result in learner engagement 

and active workplace learning experiences.  

 

First Doorõs social media encourages conversations between students and between students and  mentor.  

 

Measured by:  

¶ positive feedback from students , and the student's  workplace capability  

¶ active engagement in social media and learning activities, and successful course c ompletion  

¶ referrals to First Door and a reputation as a leading training provider  
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2. CONTINUOUS IMPROVEMENT 
 

First Door uses the c ontinuo us improvement  proce ss to be tter our  perform ance.  In this p rocess, we  

examine  what  we  do,  why we  d o it and  how  it can  be or ne ed s to b e changed  to prod uc e a  b ette r 

result. 

                     

It is the  respo nsib ility of the Director  to  p rom ote awar eness and  enco urage  use of the organisatio ns 

co ntinuous impr oveme nt system and  proc esses. 

 

Ongoing conti nuous improvem ent opport unities can be unplan ned and occur as often as they are 

identified  and  requi red . We strive to  cont inually  provid e train ing  services that  pro d uc e c ompetent  and 

con fide nt workers.  

 

First Door will make use of formative, summative and post training evaluation methods to establish 

studentõs improvement in knowledge, skills and behaviour . First Door training will be reviewed and 

continuously improved for best practice.  

 

Imp rovements a re made to  relevant  a reas of First Door ope ra tions on  the basis of  the d ata  col lected. 

Reco rds are  kept  of  changes  made.  These rec ords are  reviewed  at  Inte rna l Aud its to ensure c on sistent 

imp lementati on. The fol lowing  processes will be verified : 
 

Å Ch eck  if am en dments af fect  other managem ent  systems 

Å Commu nica te  througho ut the organisati on de ta ils of  the  a mend ments 

Å Ac tive ly engage  sta ff in co ntinuously imp roving  the  system and  the imp lementation  p roc ess 

Å Eva lua te  pro fessional  deve lopme nt ne ed s for any staff  requiring  new skills or knowledge 

Å Elicit  and  analyse stakeholderõs fee d ba ck about  the orga nisa tionõs ov era ll performance  

Å Carry out  a  trial  run of the amen d ment  to test its e ffective ness and  c ause of  results 

Å Con duct  regu lar and  systematic  reviews  of  key d ata  

 

Developing VET Knowledge for Trainers & Assessors  
 

First Door will develop the knowledge of their trainers and assessors through industry panels, professional 

development activities and through relevant  partnerships.  

 

Ensuring Industry Currency for Trainers & Assessors  
 

First Door both values and ensures t hat their trainers and assessors have industry currency . We prioritise effort 

to keep abreast with the relevant industry sectors current trends , problems and training needs  through 

industry connections . First Door tra iners and assessors are regularly immer sed with in industry workplaces 

through ongoing  student mentoring in the workplace . It is a long -term goal to also investigate operating a  

small, outdoor based kindergarten  service  to be used in conjunction with First Door training . 

 

Ensuring Ongoing Competence for Trainers & Assessors  
 

First Door will use student evaluation and performance appraisals to gauge competence. Trainers and 

assessors will also attend professional development courses and provide  peer feedback  to  colleagues.  

 

 

  

Continuous Improvement Policy                                        Established January 2013, reviewed September 2017 

01502015                                             01000 
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3. DATA COLLECTION, ANALYSIS AND ACTIONS 
 

 

First Door collects data on a regular basis in order to inform the processes of:  
 

Å Compilation of First  Doorõs Quality Indicators 

Å Improvements to all aspects of training  

Å Professional development of staff  

Å Improvements to assessment  
 

Continuous improvement information and data include:  
 

Å National tools for the collection of data (Quality Indicators)  

Å Interviewing student s regularly  

Å Obtaining written feedback from students  and clients through surveys/questionnaires  

Å Obtaining written feedback from trainers and assessors  

Å Obtaining feedback from employers following work placements or practical activi ties of student s 

Å Analysis of the root cause of complaints and appeals and their resolutions  

Å Training and assessment outcomes  

Å Consultation with learners, enterprise clients, industry organisations and licensing bodies  

Å Records of staff/planning meetings and agreed actions  

Å Internal audit reports, organisational self Ȥassessments 

Å Staff performance appraisal reports  

Å Staff professional development  

Å Research from the Internet, magazines, journal and papers  
 

The data is analysed for relevance to possible improvements to:  
 

Å Assessment items and methodology  

Å Selection of competencies in qualifications  

Å Appropriateness of training methods  

Å The need for staff professional development  
 

Continuous improvement focus areas include:  
 

Å Training and ass essment services  

Å Training and assessment tools and instruments  

Å Facilities, equipment and resources  

Å Policies and procedures  

Å Management/operational systems  

Å Strategic/business plans  

Å Staff performance, competencies and professional development  

Å Identified industry needs  
 

Ongoing continuous  improvement opportunities  can  be unplanned and  occur as often as they are 

identified and required. We strive to continually provide training services that produce competent and 

confident workers.  Improvements are made to relevant areas of First Door operations on the basis of the 

data collected. Records are kept of changes made and reviewed at Internal Audits.  
 

To ensure consistent implementation verify the following:  
 

Å Check if amendments affect other management systems  

Å Communicate throughout the organisation details of the amendments  

Å Evaluate professional development needs for any staff requiring new skills or knowledge  

Å Elicit and analyse stakeholderõs feedback about the organisationõs overall performance  

Å Carry out a trial run of the amendment to test its effectiveness and cause of results  

Å Conduct regular and systematic reviews of key data  

Å Actively engage staff in continuously improving the system and the implementation process  

 

 

 

Data Collection, Analysis and Actions  Policy                    Established January 2013, reviewed September 2017  
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4. INSURANCE 
 

First Door will ma inta in current pub lic  liab ility insurance  to the sum of ten  million dollars , as required  for 

operation of a Registered Training Organisation . 
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5. INTERACTIONS WITH REGISTERING BODY 
 

 

First Doorõs Company Director  en sures tha t First Doorõs operati on complies  wit h the STANDARDS FOR 

REGISTERED TRAINING ORGANISATIONS (RTOS) 2015 by:  
 

Å ma inta ining  responsibility  for  d ay to  d ay op erati ons of  First Door 

Å mee ting  regu larly  wit h First Door sta ff to  keep  informed  of those operations  

Å a commitment to staying  informed  of  a ll matters regarding  First Doorõs RTO status 

Å manag ing  the co ntinuous improv ement  proc ess inc lud ing  the Interna l Aud it pro c ess 

 

Interactions  wit h the registering  body  a re managed  by First Door Company Director . 

 

First Door has agre ed  to the òCond itions of Reg istra tionó co ntractual  agr eement  which has been signed  

by the EO of First Door . First Door will cooperate  with  the  Registering  Body  in: 
 

¶ The  co nduct  of  internal  and  external  aud its 

¶ Providi ng  acc urate  and  timely d a ta  fo r com p ilation  of  the Quality  Ind ica tors for First Door 

¶ Providi ng  da ta  ab out signifi cant  changes to  First Door staff  

 

First Door recognis es that it must provide returns of its student records of attainment of units of competency 

and VET qualifications to the national VET Regulator on a regular basis.  

 

First Door will report the data via e -mail and the returns will be stored electronically.  
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6. INTERNAL AUDITS 
 

 
An  intern a l review  or aud it will be con duct ed  for  ea c h qualific a tion/vocatio na l a rea  a t least once  

ea c h year.  The review is writt en into  the organisati onõs c a lend ar to occur  in January  ea c h yea r, 

following the first year of trading . 
 

It will include  reviews,  c omparisons  and  eva luati ons of the assessment  p rocesses, tools and  evidence 

co ntribut ing  to jud gme nts at  least  an nua lly in each  voc a tional  training  a rea.  The review/ a ud it will 

include  plans  for the transition  to  ne w or revised  Tra ining  Pac kage  in ac cor d ance  with  the  Transit ion 

Require ments and  Ma inta ining  Scope  of  Registra tion  Policy.  
 

It is rec ommended  that  a b a lanc ed  view is ta ken and  co nsultation  with  the  follo wing takes  place:  
 

Å Trainers of  the qual ific a tion or co urse in the  vocati ona l traini ng  a rea  

Å Clien ts from a  qua lification  or cou rse in the vo c ational  training  a rea  

Å  Industry 
 

First Door m ay c onduct additional interna l aud its within the prescribed twelve Ȥmonth perio d at the  

discretion of the Company Director . 

 

Internal Audits Procedure  
 

Internal  aud its are  cond uc ted  to determine if systems  in place  at  First Door are  b eing  impleme nted  

and working  to help First Door to  ac hieve  the b usiness objectives . 

 

An  au d it team consists of one  or more  peop le with the nec essary skills and  knowled ge to c a rry out  the 

audit. When  c onducting  internal  audits, RTO personnel wi ll com p lete  the  internal  aud it ch ec klist an d  

report by collec ting  objective  eviden c e. They will use the following  proc esses to en sure tha t the stated  

p olic ies and  p roc edu res of  First Door a re being  circ ula ted , unde rstood  and  implemen ted c onsistently 

througho ut First Door and  that  the se p roc edures are  com p liant  with  the STANDARDS FOR REGISTERED 

TRAINING ORGANISATIONS (RTOS) 2015: 
 

¶ examining  d oc uments and  systems such as policies  and  p roc edures, con tinuo us 

improv ement activities,  student resources,  relevant  c omponents of business plans, 

trainer/ assessor qual ific a tions 

¶ examining  recor d s of  actual  training  conduc ted  

¶ perusing  a sample  of student  files 

¶ ana lysing  resources fo r deli very and  assessment requi red  b y the releva nt Training  Pac kage  

or c ou rse , inc lud ing  assessment  tools 

¶ ho ld ing  interviews with  managem ent,  tra iners/assessors, learners,  em p loyers 

¶ observing  p roc esses suc h as assessment and  lea rning  activities  

¶ looking  at  facilities  and  observing  tra ining  and  assessment activiti es 
 

First Door Manag eme nt reviews inter na l aud it rep orts, pro gress on  any rectificat ion  and  ongo ing 

com p liance  wit h the STANDARDS FOR REGISTERED TRAINING ORGANISATIONS (RTOS) 2015.  

 

 

 

 

 

 

 

 

 

  

Internal Audits Policy                                                                        Established January 2013, reviewed September 2017  
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7. LEGISLATION 
  

 

First Door c omplies  w ith the re levant requir ements of  the  follow ing  Ac ts: 
 
Å Standards for Registered Training Organisations  (RTOs) 2015 

Å Occu p a tion al  Safety and  Hea lth Act  1984. 

Å Ant iȤdiscrimination  Act  (1991) 

Å Privacy  Act  (2001) 

Å Child  Protect ion  Ac t 

Å Co p yright  Ac t 
 

The relevant  Trainers and  othe r staf f me mber s are  informed  b y the d elegat ed  person if the abo ve 

legisla tion af fects the ir job . 
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8. ORGANISATIONAL CHART & DUTY STATEMENTS 
              

              

              

              

              

              

              

              

              

              

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

FIRST DOOR TRAINING & DEVELOPMENT PTY LTD 

ANDREA ISITT, Company Director  
 

Company Directorõs key responsibilities:  

¶ Compliance of our operations as a Registered Training Organisation as required by the 

Australian Skills Quality Authority  and the Department of Education and Training  

¶ Human Resource management: team development, recruitment and induction  

¶ Business strategy 

¶ Business development including networking, marketing and public relations  

¶ Design a nd development of training resources  

¶ Continuous improvement of our operating policies and procedures  

¶ Evaluation processes and continuous improvement of our training practices  

¶ Ongoing d evelopment  and evaluation of First Doorõs training portfolio  

 

STUDENT & PROFESSIONAL 

LEARNING COORDINATOR  
 

Key responsibilities:  
¶ Workshop facilitator for: students, 

professional learning and team PD  

¶ Quality Standard Partner Package  

facilitator  

¶ New student welcome process  

¶ Early Childhood a ssessment coordinator , 

including validation  

¶ Early Childhood s tudent mentor  

¶ Evaluation and improvement to student 

and relationship management processes  

¶ Compliance of student policies  

and procedures  

¶ Personalised promotion of First Door 

professional learning services  

 
 

 ADMINISTRATION COORDINATOR 
 

Key responsibilities  to coordinate and support : 
¶ Quality improvement and policy review  

¶ Accurate and current financial and 

database records  

¶ Student administration coordination  

¶ Effective processing of customer enquiries  

¶ Team professional development 

administration coordination  

¶ Coordination of workshop resources for 

facilitator and students  

 
 

 

CONTRACTORS 
 

Key responsibilities:  
¶ Assessment feedback  and marking  

¶ Facilitator of workshops for 

professional learning  

¶ Marketing  and business strategy  

¶ Digital professional learning strategy  

¶ Website development  

 

 
 

 

EARLY CHILDHOOD 

PROFESSIONAL LEARNING 

FACILITATOR 
 

Key responsibilities  to facilitate:  
¶ Professional learning workshops  

¶ Team professional development 

workshops  

¶ Quality Standard Partner Package  

¶ Evaluation for  continuous improvement 

of our training practices  

¶ Innovation for professional learning 

workshop content  
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9. RISK MANAGEMENT 
 
Risk management involves the identification, analysis and evaluation of an RTOõs risk of compliance with 

the STANDARDS FOR REGISTERED TRAINING ORGANISATIONS (RTOS) 2015 standards and the development 

of cost effective strategies to treat those risks. First Door Director  are responsible for final assessment and 

management  of risks associated with all aspects of First Doorõs operations, including that as an RTO. 

Evidence (e.g. meeting minutes, memos, and written statements) indicating the involvement by the 

Director  in the processes is to be documented and maintained.  

 

First Door will develop a risk identification register to manage risks ag ainst First Doorõs compliance with the 

STANDARDS FOR REGISTERED TRAINING ORGANISATIONS (RTOS) 2015 standards and regularly revisit those 

risks to ensure they are at an acceptable level.  

  

Regular risk assessmen ts are  co nducted to identify any pot en tia l hazards and risks  that might a ffect the 

delivery of  high  q ua lity tra ining . 

 

The risk assessment pro c ess wi ll identify p riorities, threat s, measu re and  mo nitor  facto rs, ev ents and  

practic es that  may af fect  the effectiveness  and  ec onomic  stat us of  First Doorõs op eratio ns. 

 

First Door has a th ree prong ed  ap proach  to its risk id enti fica tion  and  managemen t p rocedu re : 
 

1.   The  co nduct  of  risk assessmen ts and  risk analysis and  the sub seque nt develo pment  of  risk 

managem ent  plans  and  inherent risk redu ct ion  strate gies 

2.   The  co nduct  of  spot checks  aga inst ide ntified  areas  of  risk, and  

3.   The  co nduct  of  annual  internal  aud its. 

 

Risk assessment  will ta ke into  c onsidera tion  macro  an d  micro  issues, includ ing:  
 

¶ STANDARDS FOR REGISTERED TRAINING ORGANISATIONS (RTOS) 2015 c ompl iance  risks 

¶ RTO Policies and  Procedu res aligned  to  the  STANDARDS FOR REGISTERED TRAINING ORGANISATIONS 

(RTOS) 2015 

¶ Dep loyment  of  RTO Polic ies and  Proc ed ures in the wo rkp lace  

¶ Conti nuous improvement 

¶ Financial  risks 

¶ Inc rease or d ec rease in staff,  stud ents 

¶ Inc rease in c omplai nts/a pp eals 

¶ Add itional  q uali ficati on/cou rses on scope  

¶ Funding agreemen ts 

¶ Partn ership  agreements 

¶ Contractual  obli gati ons 

¶ Occu p a tion al  safety and  heal th 

¶ Training  and  assessment environme nts 

 
Risk assessment  will occur  d uring:  

 

¶ Ann ua l stra teg ic  planning  p roc esses 

¶ Develop men t of  new training  p ac kag es and /or  accre d ited  c ou rses 

¶ Ann ua l audit ing  proc esses 

¶ Sp ecific  events  tha t requi re a  risk assessment 

 

Recomme ndatio ns are satisfactor ily followed  up  and  results d oc umen ted  for p resenta tion  at  regula r 

man agement me etings, includ ing stra tegic  p lanning  meeting s. Reviews and  imp rovemen ts ca n take 

place  mo re freque ntly as requi red.  Outc omes of  a ll activities,  includ ing  doc ume nta tion, reports and  

acti on p lans w ill be p rov id ed  to First Doorõs Director  for review and  as a  basis for  imp rovem ent. 

  

  

Risk Assessment Policy                                                      Established January 2013, reviewed September 2017  
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10. ADVERTSING AND MARKETING 
 

 

All ad vertising  and  marketi ng  mate ria l referenc ing  VET, will be certified  tha t: 
 

Å the  c ontent of  co urses that  include  VET qualifications,  clearly  id entifying  the VET qualific a tion 

and  includ ing  the Na tion al ly Recogni sed  Training  logo  

Å a ll VET qualifications  adve rtised  are  within  First Doorõs scope of reg istra tion  

Å if First Door off ers any  ac cre d ited  VET cou rses First Door will ensure tha t it has written  permission 

to  of fer the cou rse from  the co urse own er 

Å if First Door ad ver tises VET qua lificatio ns that  it is seeking  registra tion  for, it cle a rly id en tifies tha t in 

the  ad vertising,  e.g . through a discl a imer ôé this c ourse is subject  to registra tion and  will only 

proce ed  on ce First Door is registeredõ 

Å it is current, accurate and ethical  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Advertising and Marketing  Policy                                      Established January 2013, reviewed September 2017  
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11. COMPLAINTS 
 

Compl a ints arise when  a  clien t is not sa tisfied  with  an  aspect  of  our  services and  requ ests acti on to  be 

taken  to resolve  the ma tter.  Appeals  a rise when  a  c lient  is not  sa tisfied  with a  dec ision tha t we have  

made on  assessmen t. 

 

Any  com p la int  or appeal  must be cons id ered in a  transparent , obj ec tive and  unbias ed  man ner. The 

proc ess inc orpo ra tes the p rinciples  of natu ra l justice  and  pro cedural  fa irness. 

 

Any  person w ishing  to  make a  c omplai nt against First Door concern ing  its con d uc t as an  RTO, whe ther 

a com p laint,  app ea l or ot her matt er, shall have  access  to  the c ompl a ints/app ea l flow. All formal 

com p laints will b e hea rd  and  dec ided  within  fifteen  working  da ys of  the  rec eipt  of the written  

complaint  by First Door. A ôReg ister of  Comp lain tsõ which  doc uments a ll forma l com p la ints an d  their 

resolution  will be kept.  Any substantiated  com p la ints will b e reviewed  as part of  the c ontinu ous 

imp rovement  p roce d ure.  

 

Complaints or Appeals Procedure  
 

Informal Complaints  

The person  should  first discuss their  concer ns w ith their  Student Mentor , or other  sta ff member  the y feel 

com fortable  wit h. If the matt er is sa tisfactorily  resolved  during  initia l disc ussions no acti on is requi red.  

 

The Student Mentor  should  make  a  note of the personõs con cern on the Enrolment Form, or simila r 

docu ment , so the  feedba c k is kep t and  reviewed.  Where a p erson is dissa tisfied  with  the outcome  of  the 

informal com p laint  they may  the n c ompl a in to First Doorõs EO, wh o will make a  decisi on and  reco rd  the  

outc ome  of the com p laint.  

 

Formal Complaints and Appeals  

First Door will pro vide the complainant with ac c ess to  an  indep en d ent qu alified  assessor or pan el who  will: 
 

¶ provide  the complainant with the complaints/ appe a ls form and  instruct  to  complete  d etails of 

their issue 

Å the  c omp la int and its outc ome  shall be rec orded  in writing  

Å on  rec eipt  of  a  fo rma l complaint  First Door EO shall c onve ne an  inde pendent  panel to  hear  

the c omp la int; this shall b e the ôcomplaint c ommit teeõ 

Å the  c omp la int committee  sha ll no t ha ve had  p revious involvement  with the com p la int  and 

should  includ e rep resen ta tives of: 

- First Door 

- an indepen dent  person 

Å review  their comp etency  report /  assessment  /  evaluatio n 

Å interview the complainant  ð the complainant  will b e allowed  ad voc acy  rights and  will be 

p rovid ed  with an oppor tunity to  formally  pu t their  case  

Å the  c omp la int committee  will make a d ecision  on the complaint  

Å where ap p rop riate, pro vide the complainant  with  an  opport unity for  reȤa ssessment 

Å provide  a writ ten statement, inc lud ing  reasons for  the decisi on, to  the complainant  within 

five  wo rking  days  of making  its decision 

Å the  formal complaint/ ap pea l and  sub seq ue nt outco mes will b e reco rded  in detail  and  

ma inta ined  on file b y the  RTO 

Å if nec essa ry, the circums tances  and  information  surroun d ing the issue is investigated  to  the level 

war rant ed  by its severity  

 

The root  ca use of  the  c ompl a int/app ea l will b e inc luded  in the c ontin uous impr ovement  cy c le of  the 

relevant  sta nd ard/ s. 
  

Complaints Policy                                                         Established January 2013, reviewed September 2017  
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Unsettled Complaints or Appeals  
 

If the issue  is not satisfact orily settled  the  c lient  should  b e ad vised  of  the fo rma l Compl a ints and  Appeals  

Proce d ure. 

 

A no nȤrefunda ble  fee (to be determined ) per module or c ompetency  standard  whichev er is 

ap plic ab le , will be c ha rged  for a ll assessment appe a ls.  First Door may wa iver th is fee in special  

circ umstances.  

 

If we are unable to resolve the issue, and you ask us to, we will have an appropriate independent third 

party provide a review at no cost to you.  The independent third party will be an organisation, body or 

person identified and agreed to by all parties at the time.  

 

Confidentiality  
 

Confidenti a lity is ma inta ined  and  an onymi ty preserved  wh ere req uested.  Compla inants/app ellants 

are informed  where  th is may  limit  the extent  to which  the ir complaint/appeal  can  b e investiga ted . 

 

Records  
 

All complaints  and  ap pea ls are  doc umented  in writing  and recorded  on the reg ister. 

 

Monitoring and Improvements  
 

All comp laints and  app ea ls are  used  for  cont inuou s imp rovement  p roc esses. 

FollowȤup  actio ns may inc lud e : 
 

Å Ask fo r feed bac k from  the clie nt to  de termine  whether  they were satisfied  w ith the way  the 

c omp la int or ap p eal  was handled  

Å Change  the p ractice  that  led  to  the com p laint / appeal  and  a t a la te r da te  review  

the imp rovement  to see tha t it is working  

Å Review  rec ord s of  complaints  and  appeals  to see wh ether  there are  specific  issues (o r sta ff or 

services)  tha t are  b eing  tar geted,  and  wh et he r the compl a ints and  ap pea ls are  being  resolved  

in a tim ely matt er 
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12. FINANCIAL MANAGEMENT 
 

First Door ensures it follows stringent Financial Management guidelines to protect both First Door and the 

students. An up to date Fee Schedule is available to all students , prior to enrolment,  detailing all fees 

relating to enrolment and ongoing study.  

 

A b udget  is p repared  as part  of the ann ua l stra teg ic  p lann ing  p roc ess. The bud get , b oth training 

revenue and expenditu re, is monitored clos ely th rou ghou t the yea r to mai ntain  a susta inab le RTO. 

 

Student Prepaid F ee  Protection  
 

ôPrepaid feesõ, sometimes referred to as ôfees collected  in advanceõ, relates to the fees First Door collects  

before the relevant services have been provided. These  include payments made at any time before, 

during or after the student enrol s with First Door. 

 

First Door complies with Standard 7, Clause 7.3 ôProtect prepaid fees by learners õ from the Standards for 

Registered Training Organisations 2015 . To comply with this clause,  First Door will not:  

¶ accept more than $1000 prior to the commencement of a qualification; or  

¶ collect more than $1500 in advance from a learner, following commencement of enro lment  

 
All student fees paid in advance are p rot ec ted .  We guarantee the companyõs sound financial pos ition 

and safeguard a ll pa yments made in advance until the studentõs successful co nc lusion of units to the 

value of the advanced payment. First Door guarantees that they have the capacity to deliver the courses 

offered.  

 
Payme nts made in advance a re identified  as a  liab ility until the  successful co nc lusion of units to the 

value of the advanced payment , where  it is the n identified  as an incom e. 

 

Fee Refunds 
 

If First Door has to cancel the course a full refund will be given, including all administration fees.  

 

If a student provides one week notice  to cancel  prior to the course starting date, they will receive a full 

refund less the non -refundable enrolment fee.  

 

Cancellations after the course has begun will be dealt with on a case by case basis to ensure that First 

Door has done everything within its abilit y to assist the student in completing the course.  

 

Certificate of Accounts  
 

A qualifi ed  ac co unta nt must  c ertify First Doorõs financ ial ac cou nts to  Austral ian  Accounting  Stand ards 

a t least ann ua lly. The rep ort will be mad e avai lab le to  the  register ing  b od y on  req uest. 

 

External Reporting Requirements  
 

When  reque sted , First Door mu st provide  the state registe ring  bo dy with  a  full audit  rep ort  from  a q ual ified 

independ ent acc ountan t with  me mb ership of the Ce rtified  Practicing  Accou ntants  Australia  (CPA) or, 

Institute of  Chart ered  Ac c ountants of  Australia  or Nati ona l Institute  of  Acc ount ants. 
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13. ISSUING AQF QUALIFICATIONS AND STATEMENTS 

OF ATTAINMENT 
 

 
First Door will issue AQF q ua lific atio ns and  Statements  of At ta inment  within 21 days  of  c ourse 

com p letion. 

 

All q ua lificatio ns and  Stat ements  of  Attainment  issued by First Door wi ll com p ly w ith standards ou tlined  

in the Austra lian Qua lifications  Framework  (AQF) Implem entations  Handbook, lat est Edition. 

 

First Door will on ly issue AQF q uali ficati ons and  Statem ents of At ta inment  within its sc ope of registra tion 

tha t c ertify the achiev ement  of  qua lifica tions or ind ustry/ enterp rise com pet enc y standar d s from 

natio na lly end orsed  Training  Pac kages or q ua lificatio ns, com p etency  standards  or mo d ules from 

acc redited  VET cours es. 

 

First Door will ensure tha t, wher e the  langua ge used  for  delivery  and  assessment of the qua lification  is 

other  than  English, that  language  is not ed  on the qua lification  or stat ement of  attainm ent.  

 

All qualific a tions and  sta tements  of  a tta inment issued  b y First Door will be recor ded  in the  ôRegister of  

Quali ficati ons Issuedõ. 

 

Use of National and State Logos  
 

First Door uses the Natio na lly Recog nised  Tra ining  logo  in ac cordance  with  the Nati ona lly Recog nised 

Tra ining  Logo Specific a tions on  a ll AQF q ua lificatio ns and  Sta tements of  Attainm ent  issued within First 

Doorõs scope  of  reg istration.  Where the Nation a lly Recog nised  Training  logo  is used  in adver tising  or 

other mater ials, it is also in ac c ordance  wit h sp ecificati ons. 

 

Issuing Replacement Certificates  
 

First Door will issue replacement certificates subject to receipt of a Statutory Declaration, stating previous 

enrolled name and address and current name and address and the reason for the replacement. There is 

a re -issue fee which can be found in the Fee Schedule.  
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14. ONGOING COMMUNICATION  
 
Effective communication within our organisation  and with stakeholders is recognised as central to First 

Doorõs success. Regular meetings are held with key stakeholders  to review company performance and 

progress, to identify, review and evaluate improvement ideas and to plan improvements.  

 

Other informa l communication methods are  also used throughout First Door. Where possible minutes, notes, 

emails, diary notes are used to follow up on issues and close out items.  Documentation should be kept on 

the server or in a relevant file to ensure ease of access.  
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15. PARTNERSHIPS 
 

Where First Door engages or is engaged by another organisation for VET assessment, training and/or 

certification services, it has a written agreement with the other organisation. First Door shall implement 

written agreements for training and assessment ser vices provided on First Doorõs behalf. All agreements will 

be kept in a ôRegister of Partnershipsõ and a copy of the agreement to the other organisation. 

Within such arrangements, First Door has a role in formulating and completing the agreement and meetin g 

and specifying how each party to the agreement will discharge its responsibilities for compliance to the 

ATQF Standards for Registered Training Organisations.  

 

Partnership Procedure  
 

Written  agreements  wit h othe r organis a tions will include  the following:  
 

¶ the  name  and  add ress of  both organis a tions 

¶ the  name  of  the c hief  exec utive  officer  (or Company Director ) of bo th org anisatio ns 

¶ the  name  and  con tact  det a ils of  the p rimary c ontact  a t the ot her organisation  

¶ the  p rogram  offere d , inclu d ing  the  relevant  Training Package  qual ification  or a c cred ited  course 

includ ing  code  and  the units of  c omp etency  or modules,  inc lud ing  the code  and  tit le 

¶ a list of  services  of fered  by the  othe r orga nisatio n, e .g . training  and / or a ssessme nt 

¶ a stat ement  outlining  the level of  service  of fered , e.g . ôFirst Door as RTO, will p rovide  a ll training 

and  assessment  staf fõ 

¶ a stat ement  ac knowle dg ing  tha t First Door is always resp onsib le fo r training,  assessment and 

c ertificat es issued in its name  

¶ a  veri fied  copy  of First Doorõs Certifica te  of  Registrati on and  Scop e Ce rtific a te 

¶ signat ures of the Company  Director  of bo th organisatio ns 

¶ dates fo r the period  of  the ag reement  

¶ fees re la ted  to  the  agreement 

 

The designa ted  person w ill enter the  details of  the agreement  on  the ôRegister of Pa rtnershipsõ and 

ensure the other  org anisatio n has a  co p y of  the  agreement  and  understand s its responsib ilit ies. 
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16. QUALITY TRAINING AND ASSESSMENT 
 

  
Tra ining  and  assessment  strategies will b e developed  as a  minim um, fo r each  qua lific atio n, cour se or 

unit/m od ule it inte nds to  place  on its scope  tha t is deli vered  and  assessed . 

 

These strategies will b e develop ed  in con sultation  with industry and  will be va lida ted  through the 

inte rna l review proc ed ures. Deta ils of  the  cons ulta tion  w ill be kep t to enab le demonstration  of it tak ing 

place.  

 

These strategies will ref lec t the requirem en ts of  the relevant  Trainin g  Package  and  w ill identify  target 

gro ups. 

 
Consultati on w ith  industry  will provide:  

 

Å The  need  fo r the tra ining an d  assessment 

Å Develop men t of  the tra ining  c once p t 

Å Determining  the  AQF lev el 

Å Support for the co urse 

 

The strategie s will con ta in inform a tion on  First Door staff,  facilities, equ ipment,  training  and  assessment 

mate rials required  to provide  the  train ing  and /or  assessment servic es within its scop e of reg istra tion 

and  scale  of  op erati ons to acco mmod ate  client  numb ers, clie nt needs , d elivery metho d s and  

assessment requirement s. 

 

The strategie s will be provided  to a ll trainers  and  assessors c ond ucti ng  a partic ula r co urse. The strategie s 

w ill be reviewed  upon resp onses from  cl ients/  student s as part  of co ntinuous impr oveme nt. 
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17. RECORD KEEPING 
 

Registers and  d ocumentation  a re held a t a  ce ntral loc a tion and r eco rd s are  ma inta ined  of:  
 

¶ stud ent enro lments  

¶ industry c on sulta tion  

¶ sta ff p rofiles det a iling qualifications  and  industry  experienc e 

¶ fees paid  and  refunds  given 

¶ c ont inuous imp rovement  act ivities 

¶ training  and  assessment  strategies 

¶ c omp la ints and  app ea ls 

¶ all  d ocumentation  nec essa ry to  develop , implement  and  mainta in First Door qua lity 

system s 

 

Reco rd s of results, qua lificatio ns and  Sta tements of  Attainment  fo r studen ts cu rrently  enrolled  are stored  

in ind ividual  student files at  a  c ent ra l location.  Electr on ic  files are  kept  up  to  da te and  back ed  up 

regularly, with  the b ack up  c opy  b eing  kep t in anothe r p lace  or in a  fireproof  and  floo dȤproof  safe . 

 

All rec ords are  stored  for rete ntion, archiving  and  retrieval  in ac cord ance  with  ASQA. First Door will retain 

all student records securely, detailing attainment of unit competencies and qualifications for a period of 

30 years.  

 

Progress of stude nts is kep t in a stud ent  AVETMISS da tabase.  The  data  reco rde d  on  the d at ab ase may  be 

printed  out fo r the studentõs reco rds. All rec ords are  kept  co nfidential.  

 

Reco rd s he ld  may  include the fol lowing  inform a tion: 
 

Å Training  /  em p loyme nt iden tific ation  numb er 

Å Personal  de ta ils, e.g.  addr ess, phon e numb ers, etc.  

Å Personal  reques ts for training/  not es from d iscussions /  co unseling  /  advic e, (if applicable)  

Å Letters and  oth er items of comm unic a tion 

Å Co p ies of  Skills Recogn ition  ap plic a tions to gether with  a ll presented  evidence  and  de ta ils of 

ou tc omes, let ters of advi ce, etc.  

Å Co urse /  Tra ining  Inq uiry Form /  enrolment information  

Å Rec eipt  of  pa yment 

Å Co p ies (scann ed  or photo) of  com p letion  cer tifica tes /  qua lification  /  Statement  of  Attainme nt 

issued  

Å Assignments  and  ot her evid ence  e.g.  work samp les, photographs , vide os, e tc.  

Å Oral  qu estion  sheets, written assessmen ts 

Å Practi c a l assessment ch ec klists 

Å Co p ies of  c urrent  lice nses /  accr ed itatio n, etc.  (if ap p licabl e) 

Å Disciplinary  ac tions (if ap p licabl e) 

Å Rep orts; Actio ns ta ken 

Å Co p ies of  outc omes advice  to  clie nt /  participant  

Å Grieva nc es lodged  (if ap p licable)  

Å Co p ies of  outc omes advice  to  clie nt /  participant  

Å Assessment Ap peals  lod ged  (if ap p licable)  

Å Co p ies of  outc omes advice  to  clie nt /  participant  
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18. REGISTER OF DOCUMENTS 
 
A ôRegister of Documentsõ is maintained which records all documents, e.g.  
 

Å The Quality Manual  

Å Student information guides  

Å All other documents used in First Doorõs activities as an RTO 

 

This register includes issue and amendment status. The designated person reviews all docume nts before 

adding them to the register. All staff have  access to the materials related to their position.  
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19. TRAINING PACKAGE TRANSITION AND EXPIRY 
 

 

It is the  responsib ility of  each  voc a tional  a rea within  First Door to  plan fo r the transition to  new /  revised  

Tra ining  Pac kages as they a re endor sed . 

 

Whe re possible, students  in existing / expiring  cour ses/qu a lificatio ns will b e òtransit ionedó to the new 

versions of  those  q ua lificatio ns. 
April 2013                                              
When  this is not po ssible, no new studen ts will be enrolled  in the expir ing  qua lification  a fter  12 mo nths 

from  the public a tion date  of the new tra ining  p ac kage.  Ge nerally, the studen ts enrolling  in the 

qua lification  a fter  the Training pa ckage pu b lication  date  w ill enrol in the ne w Training  Pac kage 

qua lificatio ns. 
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20. TRAINING RESOURCES 
 

 

Facilities  
 

The qua lificatio ns on scope  are  suitable  for  delivery in a tr ad itional  classroom  environme nt and 

workplace mentoring is encouraged . First Door has use of a dedicated  training  room  and is also ab le 

to provi de tra ining  at  a clien tõs own  p remises. 

 

Training and Assessment Material  
 

First Door prefer s to des ign  their own  tra ining  and  assessment  resourc es, however it reserves the right to 

purchase relevant and accredited training material.  Typica lly, resources dev eloped  for each  co urse 

unit  inc lude: 
 

¶ Digital or printed c omp rehensive  student  theory book   

¶ Workbook for w orkp lac e practice activity/ assessment  including a student assessment guide  

¶ PowerPoint p resentati on, including use of relevant video and images  

¶ Facilitator  resources, inclu d ing : tra ining  p rogram and c opies of  the releva nt 

compe tency  standard,  samp le answers for act ivit ies and  assessment plan 

including an assessment guide  

 

First Door staff  have  ac cess to a ll relevant  resourc es as outlined  in the re levant learning  and  

assessment stra teg y. 

 

If, for what ever reason,  First Door cannot  ma inta in the  relevant  resources to  deliver the cou rse, First 

Door  will a ttempt to provi de stud ents with  a lternative  op p ortunities to compl ete  the c ourse and  the 

relat ed qua lificatio n. First Door reta ins the  right to cancel  the co urse if it is unable  to meet  

req uirements.  
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1. VERSION CONTROL 
 

 
First Door has effec tive  admi nistrative and  reco rds manag ement  systems in p lace  to sec ure the  ac curacy, 

integrity  and  currency  of reco rds, to  keep  docu mentation  up  to  da te , and  to  safeguard  any  c onfid enti a l 

information  ob ta ined  by First Door, ind ivid ua ls or org anisations ac ting  on its be ha lf. 

 

The following flow path shows First Doorõs version control procedure. 
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control (referred to in this 

procedure as òmaterialsó) 
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- Assessment materials  

- Course outlines  

- Training packages  
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Version Control  

Format Determined  

Version Control  

Register 

Access restrictions 

determined and 

implemented  

Changes, alterations, 
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materials using master 
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All changes approved by 
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Ongoing review and 

continuous improvement 

measures  
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22. COMPETENT FIRST DOOR STAFF 
 

 

First Door employs  industry experienced fa c ilitators  to pro vide  tra ining  and  assessment  relating  to  the 

scope  of  delivery. First Door will ensure tha t a ll staff  d elivering  and/o r assessing VET will me et the 

requi rements (of the re levant Tra ining  Pac kage  or cou rse) before  b egin ning  d elivery  and / or a ssessment.  

 

Off ice  staff  may be  emp loyed  to p rovide  ad ministrative  support  to the training  and  assessment  servic es 

and to  ensure c ompli anc e with  the requi reme nts of  the STANDARDS FOR REGISTERED TRAINING 

ORGANISATIONS (RTOS) 2015. 

 

Rec ruitment  of staff  will be  gu ided  by  the following  princ iples: 
 

¶ All p rospective  staff  will be mad e aware dur ing  recruitment that  the y will und ergo  a  VET and First 

Door induc tion  process if emp loyed  by First Door. 

¶ Any  Trainer rec ruited  to  deliver  and  assess a  particular  qua lification  w ill e ithe r meet  the 

req uiremen ts of  the re levant  Training  Packa ge or c ourse or ha ve the  ab ility to m eet  this 

standard  b efore c ommencing  the delivery and  assessment  of  the qual ific a tion.  

¶ All staff  will be monitored  in reg a rd  to  their performa nc e in delivering  and assessing voc ati on al 

educ a tion and  tra ining . 

 

Position  d escrip tion  (incl udin g  selec tion  c riteria)  reflecting  the organisation al  struc ture and  business 

goa ls of First Door are  devis ed , review ed  an d  amend ed  if nec essary b y the  Director  in co nsultation  

with appr op riate  personnel. 

 

De legation  of responsibil ities, as well as the  p romoti on and  la teral moveme nt of  staff  is underta ken by 

First Doorõs Director  wh o ensure per sonnel a re ad equa tely qualified  skilled  and ex perienc ed  to p erform  

the work alloc a ted  to them.  

 

All First Door team members will participate in a six monthly performance appraisal  and review  with the 

Company Director . This review will: 

Å Evaluate the Employees continued performance in the position.  

Å Assess the Employeeõs ability to fulfil the duties and responsibilities of the role and the Employeeõs 

success in meeting the Key Performance Indicators, as detailed in the job role description.  

Å Evaluate the Employeeõs commitment to the position and to the achievement of First Doorõs 

goals and objectives.  

Å Identify training and professional development needs and opportunities to assist the Employee 

to further develop in the position.  

Å Identify areas of achievement and success in the position.  
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23. INDUCTION OF FIRST DOOR STAFF & PARTNERS 
 
The induction  proc edure will be co nd uc ting  acc ording  to  the Ind uct ion checklist  and  include  

an introd ucti on to the : 
 

Å The vision, mission, values and objectives of First Door   

¶ VET quality  systems operating  wit hin First Door 

Å VET courses  in First Door 

Å roles and  resp onsibilit ies of  an  RTO unde r the STANDARDS FOR REGISTERED TRAINING 

ORGANISATIONS (RTOS) 2015 

Å informa tion on  relevant  leg islation  and  relat ed  rights and  responsibilities 

Å information for staff  abou t leg islation  and  its impact  on the way  they work  

Å information for stude nts tha t d escribe s ho w legisla tion a ffects the ir participat ion  in educ ation 

and  training  

Å human  resource  requi rements  for VET 

Å profe ssional  d evelop men t roles and  responsibil ities for staff  and  First Door 

Å relevant  p olicies  and proc ed ures of  First Door relating  to  VET 

Å relevant  Training Packag es 

Å training  and  assessing  resources  

Å req uiremen ts of  com p etenc yȤb ased  tra ining  and  assessment 

Å req uiremen ts for  App rentic eships/Trainee ship s (if applicable)  

Å ac c ess and  eq uity po licy  and  staf f respons ib ilities in regard  to  ac ce ss and  eq uity 

Å occu p a tion al  safety and health  induct ion  

Å plans for  c ond uct ing  interna l au d its to  identify any po tential  b reach es of  leg islation  
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24. TEAM INCLUSION AND EFFECTIVENESS 

First Door team members function autonomously and all have separate workplaces . Our team 

comprises of part time employees and contractors that have other employment . Procedures are 

required for all team members to  feel included and valued within the team , and for the  team to have 

opportunities to regularly collaborate to share insights, knowledge and ideas towards the quality 

improvement and growth of First Door.  

                   

Characteristics  of an inclusive workplace  

An inclusive workplace is a work environment that values the individual and group differences within its 

work force. It enables a company to embrace the diversity of backgrounds and perspectives of the 

team members , which in turn increases their talent, innovation, creativity and con tributions.  

An inclusive workplace ensures each team member  feel s valued,  a sense of belonging  and included in 

the workforce instead of isolated  or excluded . This creates psychological safety where each member of 

the team has a real voice and is able to co mmunicate openly, sharing ideas and feedback . 

Everybody has equal access to opportunities. There is also information  and knowledge  sharing as well as 

shared accountability and responsibility.  
 

Responsibility to implement policy  

It is the  respo nsib ility of the First Door Director and all team members to utilise the following procedures 

for our team inclusion and effectiveness .  

Note: the term ôteam membersõ is used to describe all First Door employees and contractors.  
 

Responsibility of the Director  

 
1. Selection and performance review of First Door employees and contractors  

Selection  of First Door employees and contractors  is based on a non -discriminatory process and is 

designed to  ensure the selected person is able to perform their role requirements and achieve Key 

Performance Indicators. Each team member is required  to have  industry currency, vocational 

competency, relevant qualifications and experience. The selected personõs ability to work with 

reasonable flexibility and to further develop professi onally to contribute effectively within the First Door 

team is also considered.  

Review  consists of an annual Contract review and six monthly KPI review following contract start date 

for all contractors and employees.  

 
2. Induction process for First Door Contr actors  

The Contractor induction checklist will be com menced following signing of the contract and is relevant 

to the requirements of the job role , e.g. if the role  relates to RTO delivery of Nationally Recognised 

Training. Key induction processes include b ut are not limited to:  

¶ Role Description and Key Performance Indicators  

¶ Contract overviewed and signed  

¶ The vision, mission, values and objectives of First Door  

¶ First Door Code of Practice , Team Charter  and Policies and Procedures  

¶ Administration processes for job role  

¶ Training relevant to the role (e.g. this may include participating in First Door workshops if 

the role relates to workshop facilitation)  

 

 

3. Provide necessary systems for inclusive and effective team function as outlined in this policy  
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Responsibilities of all team members  

Current and relevant industry skills, competencies, qualification requirements are held as required to 

perform their role as contractor or employee. In addition, each team member is responsible for:  

1. Team c ommunication procedures:  

a.  All employees and c ontractors are to attend quarterly whole team planning meetings in mid 

January, April, July  and  October each year (unless an apology is received in advance)  

b.  All First Door team members are to stay current with the information  posted on First Door team 

Facebook page, and contribute to this team page to share knowledge and information 

relevant to the whole team and their role with First Door  

c.  All team members will participate in m eetups with focus groups and with Company Director, as 

mutually agreed and as required  

d.  Each team member is responsible for giving and receiving f eedback and using reflective 

practice  at meetings, and as required  

 

 

2. Industry connection and networking : 

To keep abreast of industry needs, research and trends, each team person is responsible for 

maintaining industry connection and seeking networking opportunities, e.g.  

o Participating in relevant networking events and at least one First Door Directors Network event  

each year  

o Reading of current research an d trends relevant to role/team e.g. through LinkedIn and Google 

Scholar  

o Collaboration with leading industry stakeholders  

 

 

3. Knowledge sharing procedures : 

a.  Each team member is to regularly use and contribute to the First Door Team Facebook group as 

a knowledge sharing and communication tool to provide feedback and share ideas and 

information.  

b.  Any tasks to be completed by team members relating to the Facebook  post are followed up 

with an email call to action.  

c.  Each team member is to document a key learning summary at least once each term (relating 

to their own professional learning, e.g. from networking or professional learning). and share to 

the Team Facebook group.  

 

4. Inclusive and effective team function  

The team explores and engages in ways to stay better connected from different locations e.g. 

participating in online focus group meetings , and:  

a.  a ll team members and their partner/ family are invited to regular,  informal social functions each 

term  

b.  the quarterly whole team planning meeting to collaborate together using reflective practice to 

develop an ongoing team performance plan to establish current:  

o Team goals to be achieved  

o Actions/strategies required to achi eve goals - by who and by when  

o Support to be provided  

o Methods of evaluation  

 

Feedback procedure  

All team members are encouraged to communicate directly with the relevant person/people to 

provide feedback on the situation/behaviour and how it impacts you or the team or Company. 

Feedback is to be provided following the eight -step feedback process:  

1. Introduce the conversation  

2. Empathise with situation  

3. Describe the observed behaviour ð òIõve noticedéó 

4. State the impact of the behaviour  

5. Have some dialogue - ask the other person for his/her perception of the situation  

6. Make a suggestion or request  to improve the situation being forward focused  

7. Build an agreement on next steps  

8. Say thank you  
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Feedback from another team member is to be received non -defensively on the u nderstanding of both 

people respectful of the viewpoint of the other person and forward focused.  

 

Grievance and complaints procedure  

Follow the process outlined in the Human Rights Commission, Good practice guidelines for internal 

complaint  processes. Refe r to: 

https://www.humanrights.gov.au/sites/default/files/GPGB_good_practice_guidelines_0.pdf  

 

 

Related policies  
¶ Competent First Door staff  

¶ Induction of First Door Staff and Partners  

¶ Ongoing Development and Training  

 

 

Links to regulations or legislation  
 

Standards for Registered Training Organisations (RTOs) 2015  

Part 2 Training and assessment  

Standard 1: The RTOõs training and assessment strategies and practices are responsive to industry and 

learner needs and meet the requirements of training packages and VET  accredited courses   

Standard 2.     The operations of the RTO are quality assured.  

 

Part 4 Governance and Administration  

Standard 7:   The RTO has effective governance and administration arrangements in place.  

 

 

Sources used to develop policy  
Candid Culture. Eight -Step Feedback Formula  

Retrieved from:  

http://candidculture.com/2013/09/30/the -feedback -formula -give -feedback -intwo -minutes -or-less/ 
 

Frank, M. April 13, 2017. Inclusive leadership and agile leadership   

Retrieved from:  

https://www.linkedin.com/pulse/inclusive -leadership -agile -maureen -frank/  

 

Human Rights Commission, Good practice guidelines for  internal complaint  p rocesses.  

Retrieved from: 

https://www.humanrights.gov.au/sites/default/files/GPGB_good_practice_guidelines_0.pdf  

                                                                                                        

Video:  

Price,  D. &  Blanche , A. Not Me, We. How Inclusive and Diverse Teams Represent the Future . 
https://www.atlass ian.com/company/events/summit -europe/watch -sessions/2017/teams -innovation/not -

me -we -how -inclusive -and -diverse -teams -represent -the -future  

 

 

 

 

 

Version control: New policy established April 2018  

  

https://www.humanrights.gov.au/sites/default/files/GPGB_good_practice_guidelines_0.pdf
http://candidculture.com/2013/09/30/the-feedback-formula-give-feedback-intwo-minutes-or-less/
https://www.linkedin.com/pulse/inclusive-leadership-agile-maureen-frank/
https://www.humanrights.gov.au/sites/default/files/GPGB_good_practice_guidelines_0.pdf
https://www.atlassian.com/company/events/summit-europe/watch-sessions/2017/teams-innovation/not-me-we-how-inclusive-and-diverse-teams-represent-the-future
https://www.atlassian.com/company/events/summit-europe/watch-sessions/2017/teams-innovation/not-me-we-how-inclusive-and-diverse-teams-represent-the-future
https://www.atlassian.com/company/events/summit-europe/watch-sessions/2017/teams-innovation/not-me-we-how-inclusive-and-diverse-teams-represent-the-future
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25. ONGOING DEVELOPMENT AND MONITORING 
 

Professiona l development is abo ut the impo rtance  of assisting  VET facilitators  to  maintain  and  enhance 

their  vocational  skills over time.  This learning  may ta ke place  in one  of  the fol lowing  cat egories: 
 

Å Forma l structured  training and professional  d evelop men t 

Å NonȤformal  learning  (i.e.  inȤhouse  training ) 

Å Informa l learni ng  resulting  from  netwo rks, mentorin g , indu stry journa ls, websites, working  with 

ot her tra iners, hob by or leisure activities.  

 

Reco rd ing  p lans and  p rog ress for  vocati on al  skills p rofessiona l develop ment is an  imp ortant  and  

ongo ing responsibility  of First Door. 
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26. ENROLMENT PROCESS 
 

First Door provide s clear information on the qualifications / courses that we offer. This includes the training 

and  learning outcomes;  any required skills or knowledge as well as any additional training pathways.  

 

Our enrolment process requires potential students to complete an enrolment form and provide as much 

relevant  information as possible to ensure we provide training to suit their  needs. All information collected 

is kept confidential  and is subject to our Privacy Policy.  

 

Before and during course enrolment , prospective students  are provided with  our student handbook and 

course guide. We welcome questions relating to the student han dbook , course guide  and training 

/assessment requirements to ensure all learners are aware of  the information  and feel supported 

throughout the enrolment process . This enrolment process helps First Door to establish that our students 

have the existing skil ls, knowledge and experience required to successfully undertake the course.  

 

 

Course Information  
 

Specific course information is provided on our website for all of courses we currently offer. We also provide 

prospective students with a pdf version and/or a printed version of our course guide. We provide 

opportunities for enrolling students to discuss and clarify any questions they  may have regarding this 

course information.  

 

 

Go vernment Funding  
 

First Door is approved to provide Government funded training for Cert III and Diploma of Early Education & 

Care for eligible prospective students via:  

1. Fee ð Free Training for Year 12 school leavers (QS101320 VET Investment Programs Funding ) 

2. Certificate III Guarantee  (QS101320 VET Investment Programs Funding ) 

3. Higher Level Skills (QS101320 VET Investment Programs Funding ); and  

4. Apprenticeship and Traineeship (PS101125 User Choice Funding)  

 

Pre-Enrolment: Student procedures  

 

Prospective students are required to complete the First Door HLS or C3G application form and an 

enrolment form to determine funding eligibility prior to commencing training and assessment. Information 

required to be collected to determine eligibility includes:  

1. Signed declaration (on applicati on form) that the applicant does not hold  and are not currently 

enrolled in an equal or higher -level qualification  

2. Advice of any previous surname/s  

3. Evidence aged over 15 years and have finished school, e.g. Birth certificate or passport  

4. Evidence of residen cy, e.g. QLD Drivers licence, Medicare card   

5. Confirmation of highest achieved qualification details  

6. Confirmation of any Nationally Recognised Training courses from Certificate 3 level that the 

applicant has previously enrolled in  

7. Evidence of withdrawal fr om any courses the student is currently enrolled in  (or attached completed  

Student Withdrawal Application Form ) 

8. Concession eligibility evidence, e.g. current Healthcare card  

  

Enrolment Policy                                                                            Version 2, Established January 2013, reviewed March 2018  



P a g e  | 32 
 

Pre-Enrolment: Staff procedures  

Prior to enrolment, First Door staff are requir ed to;  

1. Discuss funding options with the prospective student/s outlining Government funding options and 

funding pre -requisites such as:  

a)  Whether the student has any previous qualifications which preclude them from applying for 

funding  

b)  Whether the student is  currently enrolled in another course  

2. The prospective student is then provided with the First Door enrolment and Government Funding 

Application forms for completion.  

3. Completed forms are to be emailed to First Door administration for processing.  

4. Once received via email, administration is required to invoice student for non -refundable $175 

Enrolment fee (unless the student is enrolling as a Apprentice or Trainee).  

5. Load student details in WiseNet, ensuring all AV fields are completed.  

 

For students applying for Government funding:  

1. Process checks in DETConnect, AISS search to determine student eligibility.  

2. A copy of the search results is to be printed and attached to the prospective studentõs HLS or C3G 

application form.  

3. If the search determines that  an applicant is currently enrolled in another course then administration 

will email and advise that evidence of withdrawal from the course is required prior to enrolment 

(except if it is with an RTO which is no longer operating).  

4. To support the applicant to be able to provide evidence, administration is able to provide the 

applicant with a ôRequest for course enrolment withdrawalõ form to be completed and signed by 

the student . 

5. If requested by the student, a dministration emails the completed  ôRequest for course enrolment 

withdrawalõ form  to the previous RTO/s as an attachment in an email.  

6. Print and keep a copy of the completed and signed student ôRequest for course enrolment 

withdrawalõ form  and a copy of the sent email to the previous RTO. Attach both of  these, as 

additional evidence, to the Government funding application form  and AISS search results.  
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STUDENT WITHDRAWAL APPLICATION FORM  
 
I have recently enrolled in a course with another training provider and have completed an application to receive 
Government funding. Their required search shows records that I am still enrolled in the below course with  
your RTO, however I wish to officially withdraw my enrolment from this course.  
 
Please see the attached óRequest for course enrolment withdrawalô form, and I hereby request that you update my 
enrolment status on your student records from current to withdrawn. Thank you. 
 

 

REQUEST TO WITHDRAW COURSE ENROLMENT 

Course/Qualification name: 
 

Training Provider: 
 

Withdrawal Date: 
 

Reason for course  
withdrawal: 

 

Applicant Details 

My full name: 
 

Street address: 
 

Suburb: 
 

Postcode: 
 

Mobile contact: 
 

Email contact: 
 

Student signature: 
 

Date: 
 

 

Permission to use as evidence of my course withdrawal 

 
I contacted First Door to enrol and apply for a Government funded course. As required in the Pre-qualified 
Supplier Policy 2017-18 for Queensland VET Investment Programs, First Door is required to: 

Å Use the Apprenticeships/All Students Info ï Self Service (AISS) tool/search facility to confirm if I hold, or 
are currently enrolled in, a certificate lll or higher-level qualification. 

Å Hold and retain all evidence to verify eligibility. 
 

Tick below to request the following: 
 

I hereby request First Door to forward this form to my previous training provider listed above 
 
I give permission for First Door to use this form as evidence of my request to withdraw from the 
course enrolment, as detailed above. 

 

Student name: 
 

Student signature: 
 

Date: 
 

 

ADMIN ONLY: This withdrawal form has been emailed to the abovenamed RTO. 

Administrator signature: 
 

Date: 
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27. STUDENT FEES 

An up to date Fee Schedule is available to all students  in the student handbook and/or on First Doorõs 

website, prior to enrolment. The Fee Schedule  detail s all fees relating to enrolment , ongoing course 

completion and the total course cost . 

 

Fees fall under two broad categories, fee for service or  funded training.   

Fee for Service  means that the fees charges are set by First Door. We endeavor to offer reasonable and 

market appropriate fee prices and value added courses to our clients , while ensuring the costs of 

providing quality training and maintaining c ompliance with  regulatory bodies is covered.  

 

Funded training  means training that is subsidised/funded by the Australian G overnment , Department of 

Education and Training as a result of First Door being a Pre -qualified supplier.  Funded training must be 

comp liant with the relevant Government contract  Policy . A summary of this information is provided on our 

website and on our funded contract information and application forms . Full information is available on First 

Doorõs website under Career qualifications, Government funding.  

 

Training plans are  developed for each learner so that they may understand their financial  

obligations to the RTO and may budget accordingly when enrolling into course  qualifications.  

 

Student Prepaid Fee Protection  
 

ôPrepaid feesõ, sometimes referred to as ôfees collected  in advanceõ, relates to the fees First Door collects  

before the relevant services have been provided. These  include payments made at any time before, 

during or after the student enrols with First Door . 

 

First Door complies with Standard 7, Clause 7.3 ôProtect prepaid fees by learners õ from the Standards for 

Registered Training Organisations 2015 . To comply with this clause, First Door will not:  

¶ accept more than $1000 prior to the commencement of a qualification; or  

¶ collect more than $1500 in advance from a  learner, following commencement of enrolment  

 
All student fees paid in advance are p rot ec ted . Student fee p ayme nts made in advance a re identified  as 

a  liab ility until the  assessment and/or training has been facilitated by First Door , where  it is the n 

identified  as an incom e. 

 

 

Fee charging and payment  
 

Students are invoiced by email for each unit fee 10 - 14 days prior to commencing their next unit, in 

accordance with the studentõs training plan. Payment is required to be made within seven days by the 

student to First Door, and prior to receiving training and assessment services for the invoiced unit.  

 

Other fees and charges  

Incidental fees and charges are listed on First Doorõs Fees Schedule. Items on this  

list include fees pertaining to the replacement of lost certificates and fees associated with  

multiple re -assessments. 

 

Overdue fee collection procedure  

One week following due date : A reminder email is sent to student with the outstanding invoice.  

 

Two weeks following due date :  An email fro m First Door administration is sent to the student requesting 

payment or contact with First Door to make a repayment arrangement within seven days. This email 

includes a reminder of the $45 late fee that is charged for any invoice outstanding three weeks f ollowing 

due date.  

 

Three weeks following due date : If no repayment arrangement is made with First Door administration, the 

student is invoiced with $45 late fee. This fee is charged in addition to the outstanding unit fee to 

contribute towards the costs o f the debt recovery.  

 

Student Fees  Policy                                                                                                      Established May 2018                                             
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Four weeks following due date:  The student is phoned by our Administration Coordinator to make a 

repayment arrangement. If our administrator is unable to contact the student by phone then a letter is 

mailed to the student requesting a repayment arrangement be made. This contact by phon e or letter 

advises the student of the implications to their study progress if payment is not arranged within six weeks of 

due date.  

 

Six weeks following due date: An email is sent to the student advising further training and assessment will 

not be provide d until the debt is cleared or suitable repayment arrangements are made. Administration 

also advises the student mentor/assessor to contact student to discuss implications to their training plan.   

 

 

Fee Refunds 
 

The student will receive a full refund of fess paid , including all administration fees  if First Door has to cancel 

because either:  

¶ a course or unit is cancelled or re -scheduled by First Door to a time unsuitable to the learner  

¶ a learner is not given a place by First Door due to maximum number of places being reached  

 

If a student provides one week õs notice  to cancel  prior to the course starting date, they will receive a 

full refund of any unit fees paid in advance. The  enrolment fee  paid by the student for the enrolment 

process and access to resou rces is non -refundable .  

 

Compassionate re funds  are considered when a student withdraws for reasons of personal circumstances 

beyond their control, for example, the loss of a loved one or an injury resulting in inability to perform job 

role.  

 

Cancellations after the course has begun will be dealt with on a case by case basis to ensure that First 

Door has done everything within its ability to assist the student in completing the course.  

 

 

Financial hardship  
 

Students enrolling with First Door may apply for special consideration with regard to their fees if they are 

experiencing financial hardship. For students on a funded Traineeship or Apprenticeship the financial 

hardship guidelines in the current User Choic e Policy must be applied.  

Financial hardship is defined by First Door as follows: Where a student is unable to meet their financial 

obligations because of illness, unemployment or other reasonable cause .  

Any student who needs  to apply for an amendment to their fees or payment schedule due to financial 

hardship will be required to complete a Financial Hardship Form. This form is to be completed prior to 

enrolment with First Door, or in the event of unforeseen circumstances, dur ing enrolment.  

Students experiencing financial Hardship are to complete an application including the reason(s) behind 

their hardship. This may include , but is not limited to:  

¶  receipt of pension / government support  

¶  single carer status and dependent s living with you  

¶  unexpected medical or other health issues, especially if likely to be prolonged  

¶  young person (under 25) living independently (with no parental support)  

¶  long term unemployed  

¶  recent loss of job, and enrolment at First Door f or purposes of retraining  

¶  reduction in income resulting in debt servicing difficulties  

  

Each case is handled individually and all decisions made are at the sole discretion of the Company 

Director. Funded Apprenticeship and Traineeship Financial Hardsh ip applications are also determined  

within the constraints of the current User Choice Policy. The Company Director may also  devise payment 

plans for learners experiencing financial hardship. It is expected that learners will agree to and adhere to 

the paym ent plans provided to them.  
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Financial Hardship Procedure  

1. Student contacts First Door and expresses an interest in a course offered  

2. Learner requests Financial Hardship Form from First Door Administration  

3. Completed form to be returned to First Door Adm inistration  

4. Application to be considered within 5 working days;  

5. Outcome of Application sent to learner in writing (may also include verbal confirmation over the 

phone)  

6. Student to decide whether to proceed with enrolment or not  

7. If decision made to procee d with enrolment, the normal enrolment process is followed. Should a 

student be in a situation where they are experiencing financial hardship mid enrolment, the 

same procedure will apply from point 2. First Door will consider the learnerõs remaining fees 

when deciding how to progress with the application.  
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28. ACCESS AND EQUITY 
 

 

First Door is c om mitted  to ac c ess and  eq uity in the  pro vision of  tra ining  and  re la ted  services  and  

acc ordingly to  imp roving  peop leõs chanc es of getting  into  and  succeeding  in voc a tion al  educatio n, 

tra ining  and employ ment. As a  RTO, First Door ac c ep ts the cha llenge of  en suring  that tra ining  and  

re la ted  opportunities extend  to  a ll me mb ers of  our  d iverse c ommunit y. 

 

First Door p ersonnel are  aware and  committed  to the princi p les of access  and  equity. Acc ess and  

eq uity issues a re addressed  during  staf f induction  and  du ring  sta ff mee tings and professi onal  

developm en t act ivit ies. Access  and  equ ity is ad d ressed within the  First Doorõs Code  of  Practice. The 

Cod e of  Practi c es is openly comm unic a ted  to  a ll training  participants  and  train ing  and  assessmen t staff.  

 

First Door end ea vo urs to  e liminate, so far  a s is p ossib le, d iscrimination  aga inst persons on  the  ground  

of gender; m arital  status or p regnancy; f amily responsibility  or family  sta tus; race; r elig ious or politic a l 

conviction; impairment; age; sexual  harassment and  racial  ha rassment in the workplace  and  /  or in 

its training  fac ilities. 

 

First Door prom otes rec og nition  and  ac c eptance  w ithin the comm unity  of  the eq ua lity of men  and  

wo men; and  al l races  and  of  al l persons reg a rd less of  their  re lig ious or political  co nvict ions or their 

imp a irments or ages.  
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29. CONFIDENTIALITY 
 
Information  about  a  student, except as req uired  b y law  or as required  under the Standards for 

Reg istered  Tra ining  Org a nisa tions, is not d isclosed  wit hout the stude ntõs written  permission and  tha t of 

their  pare nt or gua rdian if the  stud ent is unde r 18 years  of  age. Where  a stude nt consents  to d isclosure 

of  informa tion, this c onsent is kep t on  the registe r. 

 

Students  ha ve ac c ess to  the ir person al  records  wh en reque sted.  

 

Peop le external  to  First Door who  act  on its beha lf, e.g . on  c omplai nts commit tees or tec hnical  expert s 

in inte rna l audits,  are  made aware  of  these proc edures before they begin  work for  First Door. 

 

First Door Training and Development Pty Ltd is committed to providing each student with the best possible 

customer service experience. First Door Training and Development Pty Ltd is bound by the Privacy Act  1988 

(Crh), which sets out a number of principles concerning the privacy of individuals .  

 

Collection of your personal information  

There are many aspects of the website which can be viewed without providing personal 

information, however, for access to future First Door Training and Development Pty Ltd customer 

support features students are required to submit personally identifia ble in formation. This may 

include but not limited to a unique username and password, or provide sensitive information in 

the recovery of your lost password.  

 

Sharing of student  personal information  

We may occasionally hire other companies to provide services o n our behalf, including but not 

limited to handling customer support enquiries, processing transactions or customer freight 

shipping. Those companies will be permitted to obtain only the personal information they need 

to deliver the service. First Door Training and Development Pty Ltd takes reasonable steps to 

ensure that these organisations are bound by confidentiality and privacy obligations in relation 

to the protection of your personal information.  

 

Use of student  personal information  

For each visitor  to reach the site, we expressively collect the following non -personally identifiable 

information, including but not limited to browser type, version and language, operating system, 

pages viewed while browsing the site,  page access times and referring webs ite address. This 

collected information is used solely internally for the purpose of gauging visitor traffic, trends and 

delivering personalized content to you while you are at this Site.  

From time to time, we may use customer information for new, unantic ipated uses not previously 

disclosed in our privacy notice. If our information practices change at some time in the future we 

will use for these new purposes only, data collected from the time of the policy change forward 

will adhere to our updated practic es.  

 

Changes to this privacy policy  

First Door Training and Development Pty Ltd reserves the right to make amendments to this 

Privacy Policy at any time. If any persons  have objections to the Privacy Policy, they  should not 

access or use the Site.  

 

Acce ssing personal information  

A person has  a right to access their  personal information, subject to exceptions allowed by law. 

People are advised to contact us if they wish to access their information . The request may be 

required in writing for security reas ons. First Door Training and Development Pty Ltd reserves the 

right to charge a fee for searching for, and providing access to, personal  information on a per 

request basis.  

 

Privacy  Policy                                                                Established January 2013, reviewed September 2017  
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30. NATIONAL UNIQUE STUDENT IDENTIFIER 
 
All new  enrolling  students complete a USI application form or receive the information to apply for a USI on 

their own as part of the enrolment process.  
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31. RECOGNITION OF AQF QUALIFICATIONS AND 

STATEMENTS OF ATTAINMENT 
 

First Door recognis es the Australian Qualifications Framework Qualifications and Statements of Attainment 

issued by other Nationally Recognised Training Organisations. This ensures the mutual acceptance 

throughout Australia of AQF Qualifications and Statements of Attainment.  

 

First Door will seek verifica tion  of the certification  from  the re leva nt RTO wher e there  is some  ambi gu ity. 

 

Up on  enro lment, the Trainer sha ll make  studen ts aware that  any  existing  AQF qua lificatio ns or 

sta tements of  attainme nt the y possess will be reco gnised  b y First Door. If a  student  p resen ts an  AQ F 

q uali fication  or statement  to the Trainer, the Trainer will take a c op y and  veri fy the auth entic ity of the 

qua lification  or stat ement. The  veri fied  co p y of the qu a lification  or state ment  is p laced  in the stud entõs 

file. Onc e the  qualification  or statement  is ve rified,  the Trainer wi ll give the  studen t exemp tion  for the  

units of compet ency  or mo d ules iden tified  in the qualific ation or sta tement and  update the stud entõs 

rec ords acco rdingly.  
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32. RECOGNITION OF PRIOR LEARNING 
 

All stud ents shall have  ac cess to , and  will b e of fe red  Reco gnition of  Prior Learning  (RPL). Evidence of RPL 

can be provided through informal education, life and workplace experience and voluntary roles.  

 

Upon  enrolm en t First Door sha ll make studen ts aware of  First Doorõs RPL policy . Tra iners w ill remind  

stud ents of  this pol icy  and  provi de oppo rtun ities to engag e in the RPL p roc ess. 

 

When  ap proached  by a student  seeking  RPL, First Door w ill: 
 

Å provi de the studen t with  c op ies of an  RPL Ap plic a tion Form 

Å provi de the studen t with  informa tion abo ut the types of  evid enc e that  can  be used  to  sup port 

an RPL ap plic a tion and any assessment required  

Å make  a  pro mp t decision  and  notify  stude nts of  the outcome  of the RPL p roc ess 

Å upd at e the  stude ntõs rec ords if RPL is gran ted  

 

In develop ing  the assessment for RPL for each  q ua lificatio n, First Door will ensure: 
 

Å c ompli ance  with  the assessment guidelines from  the re levant Training  Pac kage or ac cred ited 

c ou rse 

Å assessment  leads  to  a  qualification  or statement  of attainment  under the Austra lian  

Qualifications  Framework  (AQF)  

Å assessment  complies  w ith the pr incip les of com p etencyȤbased  assessment  (i.e.  assessment is 

valid,  reliable,  flexib le and  fair)  and  informs the  stude nt of  the  c ontext and  purpose of  the 

assessment  

Å the  rules of  ev id ence (val id , sufficient,  current  and  authentic)  gu id e the collect ion of  evidence  to 

support  the  principles  of va lidity and  reliab ility. 

Å there is a focu s on  the recognition  of  knowled ge  and  skills to  the standard  expected  in the 

wo rkp lace,  inclu d ing  skills fo r man aging work  tasks, contin genc ies and  the  job  env ironme nt 

Å timely  and  ap p rop riate  feedback  is g iven to  stud ents 

Å assessment com p lies with  First Doorõs access  and  equity p olic y 
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33. STUDENT ASSESSMENT AND PROGRESS 
 

 

Training and Assessment Standards  
 

First Door staff have the appropriate qualifications and experience to deliver the training and assess 

competence relevant to the training products offered. Assessment will meet the National Assessment 

Principles (including Recognition of Prior Learning).  

 

In develop ing  the assessment (includ ing  Recognised Prior Learning ) fo r each  q ua lificatio n,  

First Door will ensure: 

Å c ompli ance  with  the current assessment guidelines from  the re levant Training  Pac kage or 

ac cred ited c ou rse 

Å assessment  leads  to  a  qualification  or statement  of attainment  under the Austra lian  

Qualifications  Framework  (AQF)  

Å assessment  complies  w ith the pr incip les of com p etencyȤbased  assessment  (i.e.  assessment is 

valid,  reliable,  flexib le and  fair)  and  informs the  stude nt of  the  c ontext and  purpose of  the 

assessment  

Å the  rules of  ev id ence (val id , sufficient,  current  and  authentic)  gu id e the collect ion of  evidence  to 

support  the  principles  of va lidity and  reliab ility. 

Å there is a focu s on  the applic ation  of  knowled ge  and  skills to  the stand ard  expected  in the 

wo rkp lace,  inclu d ing  skills fo r man aging work  tasks, contin genc ies and  the  job  env ironme nt 

 

In providing assessment feedback to students, First Door ensures:  

Å timely  an d  app rop riate  feedback  is g iven to  students within two weeks of submission  

Å assessment complies with First Doorõs access and equity policy 

Å all students have access to two reassessments or to appeal their assessment rating  

 

 

Student Standards  
 

Students confirm  the authenticity of the work submitted as being their own , as part of the terms and 

conditions of enrolment.  In each assessment workbook, students are required to declare with their 

signature that  the assessment work that they are submitting is their own work.  

 

To ensure all students receive equal opportunities and gain the maximum from studying with First Door , 

these  rules apply to all enrolled students.  These standards include but are not restricted to:  
 

Å Students are required to maintain standards of etiquette and courtesy w ith all stakeholders in their 

learning, and during their online discussions and attendance at workshops.  

Å Use of appropriate language in all forms of communication  

Å Assessment work is to be completed to an appropriate professional level to the studentõs job 

role/qualification. For example, before submission assessment work should be proof read using 

spelling and grammar check and required corrections made  

Å Students must not copy work or breach plagiarism standards . The student declaration section of 

each asses sment is required to be completed by the student with their signature, name and with 

the date signed. The student declares in this declaration that their òwork contained in this 

assessment workbook is not copied from any source and is my own work.ó 

 

Conseq uences for breaching these standards may result in the studentõs enrolment being terminated and 

a statement of attainment issued for any units completed to date.  

 

Any person who has had their enrolment suspended or terminated has the right of appeal throug h our  

appeals process.   
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Structured training plan  assessment process  
 

The structured plan provides students with a monthly  timetable to work through a course unit each month , 

excluding December.  The structured training plan assists  students to stay focused and motivated,  with due 

dates to submit their assessment work . Units are usually completed on a monthly cycle . At the  beginning of 

each month ly cycle , students receive their new unit  resources and attend an interactive workshop.  

A workplace  mentoring meet ing occurs mid -month and the assessment  workbook is due at the end of 

each monthly cycle.  

 

The following is a timeframe guide of our general assessment process:  

 

Week 1 : Unit start  

¶ On the Friday before unit start/workshop date students receive their assessment workbook by email.  

¶ The due date for this assessment is listed on the studentõs training plan and is generally the Friday 

before the next workshop/unit start date.  

¶ Workshop resources are received at the workshop and the unit presentation is avail able the 

following day, using First Doorõs student online portal  accessed through  www.firstdoor.com.au  

 

Week 2 : Preparation  

¶ The student continues completing assessment tasks and preparation for mentoring meeting.  

 

Week 3 : Mentoring meeting  

¶ Prior to submitting their assessment, students are to arrange and complete the mentoring meeting 

with their personal mentor.  

¶ This meeting enables the mentor/assessor to discuss the oral questions and/or to observe the 

practical  skills as listed in the assessment workbook , and is required for the student to demonstrate 

competence.  

¶ Students and are able to ask questions and seek feedback about their assessment work at this 

meeting.  

Week 4 : Due date  

¶ Students are to submit their co mpleted assessment workbook by email to admin@firstdoor.com.au  
by 4pm on due date.  

¶ If a student requires an extension of due date this should be requested and approved by the mentor 

prior to the assessment due  date.  

 

Week 5: Overdue  

¶ If the assessment is overdue,  administration emails  the student to remind them their assessment is 

overdue and to contact their mentor to arrange an extension of due date .  

¶ Students  are also encouraged to c ontact  their mentor to dis cuss any issues and concerns resulting in 

the overdue assessment.  First Door recommends the student attend weekly study group for 

additional support to aid completion.  

 

Week 6 : Two weeks overdue  

¶ If the assessment is two weeks overdue, the administration  co ordinator emails the student and the ir 

mentor to update them  and request contact.  

¶ The studentõs records are updated as overdue in the relevant unit. 

¶ The mentor discusses the overdue assessment with the student at the next mentoring meeting to 

establish  ho w the student can be  support ed  to complete the assessment .  

¶ If necessary, an appropriate extension of due date is arrange d based on the studentõs requirements. 
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Overdue assessment  process  
 

We recognise circumstances may affect a studentõs ability to complete assessments and we are able to 

make arrangements to pause training plans if required. Students are informed that delaying progress will 

lengthen the duration of their course and extend the expected course completion date.  
 

¶ When a student has two units overdue , an agreement is to be made with the mentor with 

achievable, extended due dates for overdue assessment work. If required, an arrangement is made 

to pause  the studentõs training plan to delay commencing their next scheduled unit /s. A ôpausedõ 

student cannot commence their next unit of study until all overdue assessment workbooks have 

been submitted.  

 

¶ If a student has three units o utstanding/o verdue  assessment workbooks,  the  student  is advised that 

they cannot commence the next unit until they h ave  submitted the required overdue assessment 

workbooks.  

 

 

Advice of student assessment progress towards qualification  
 

¶ First Doorõs student management system is updated and the student is advised by email within 24 

hours of an assessment being marked as c ompetent.  

¶ Students are able to access a current list of their completed units through using First Doorõs student 

online portal accessed through www.firstdoor.com.au   

¶ The mentor contacts the studentõs employer  to inform them of the studentõs progress, and  if 

necessary to recommend to the employer that the student delays starting new units until they have 

completed the outstanding units. This communication with the employer occurs when:  

o the student is an apprent ice ship or trainee ship student, or  

o the studentõs fees are employer -funded, and/ or  

o if the studentõs progress towards their qualification is related to their employment.  

¶ Once successful progress has been made, if required the mentor will discuss the next unit 

commencement with the student and review/update the studentõs training plan accordingly. 
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Assessment Overview  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

Candidate Training  

skills and knowledge obtained through training  

or prior work experience  

Prepare for assessment  

Assessment  

Competent  Yes 
Record 

details on 

records  

Yes 
Issue Qualification  

 or Statement of 

Attainment  

N
o

 

Record details  

Provide feedback to candidate  

Reassessment (up to two reassessments)  

Competent  

Appeal  Yes 

N
o

 

Support/  

Gap 

training  

Follow 

appeals 

process  

Yes No  
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34. STUDENT INFORMATION 
 

First Door will p rovide  stude nt informa tion  and  induction  to  each  stud ent bef ore enrolme nt for a  c ourse .  

 

This will inc lud e: 
 

Å stud ent selec tion, enrolm ent and  induc tion/ orientation  p roc ed ures 

Å c ou rse information,  inclu d ing  content  and  vocation a l outcom es 

Å fees and  charges,  includ ing  refund  p olic y, issuance of replacement qualification certificates and  

exemption s  

Å provision  fo r langua ge, literacy  and  num eracy  assistanc e 

Å stud ent support , welfare  and  guid anc e servic es 

Å flexible  lea rning  and  assessment  pro c edu res 

Å app eals and  complaints  procedu res 

Å sta ff responsibilit ies fo r ac cess and  eq uity  

Å assessment and rec og nit ion  of  Prior Learn ing  (RPL) arrange ments 

Å rec og nit ion  of  AQF qua lifications  and  statements  of attainment  issued  b y other  RTOs.  

 

This and  further information  is found  in the studen t enrolment resources.  Student s will have  access  to their 

p rogress towards  and  achiev ement  of  c ompetencies. This is provided within our student  management  

System , Wisenet,  or students  can request this information by phone or email.  
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35. STUDENT ENGAGEMENT 
 

Employer Contribution to Student Learning  
 

First Door will meet with the studentõs workplace director/manager to familiarise them with First Doorõs 

training and assessment practices. First Door will establish appropriate training supervisor / s for each student 

as they will form an important part of the assessment and evaluation processes. First  Door will 

communicate with these supervisors, Director  and  or managers  on a regular basis to ensure student 

progress  and development . 

 

Regular mentoring will be undertaken, in a manner which suits the studentõs circumstances, which will also 

lead to effective monitoring of training and assessment.  

 

Course Extensi on  
 

First Door will not be obliged under any circumstances to extend the period of a studentõs enrolment if the 

student has not completed the course in the allocated time, however every effort will be made to keep 

the student engaged and assist them in co mpleting the course.  
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36. STUDENT SUPPORT SERVICES 
 

 

Supporting Student Individual Needs  
 

A comprehensive enrolment process will establish individual student needs. Once a studentõs needs are 

identified a First Door Student Needs process will be undertaken.  

 

Attendance at monthly workshops is highly encouraged to ensure student interaction with industry 

collea gues and opportunities to put theory into practice.  Students are given the opportunity to overview 

the assessment workbook during and following the workshop.  

 

Regular workplace mentoring will be undertaken, in a manner which suits the studentõs circumstances, 

which will lead to effective monitoring of training and assessment. First Door will undertake mentoring at 

least once every two months .  

 

First Door will monitor student progress through our student management system and will mentor students if 

disenga gement is occurring.  

 

We will endeavour to provide information and guidance to all learners.  Information provid ed  during 

enrolment will be used as a base to determine student support services. This includes but is not limited to:  
 

¶ Learning pathways  and possible RPL opportunities  

¶ Provision for special learning needs including Language, Literacy and Numeracy  

 

Students have access to additional mentoring sessions with their mentor  at a pre -arranged cost.  

 

Language, Literacy and Numeracy (LLN)  
 

First Door is committed to ensuring accessibility to all prospective students for the training courses we 

provide.  

 

We also recognise that at times language and literacy problems may restrict a person from achieving the  

competencies required for particular cours es or programs.  

 

First Door will assess a perspective client/learners ability to carry out all the learning tasks and required 

assessments during  enrolment. Where possible, the learning activities/assessments may be modified to 

compensate for those with li teracy or numeracy skill needs.  

 

Flexible Learning and Assessment Procedures  
 

Our training and assessment procedures are flexible and take into account learner needs. We will ensure  

that:  
 

¶ All required resources for the delivery of any course are in place and to the most current industry 

standards  

¶ Training and assessment will only be conducted by qualified staff  

¶ All training and assessment will be to the nationally set standard prescribed in the relevant Training 

Package or accredited course material  

 

This means that training and assessment students  receive with First Door is done in accordance of the 

national  quality -training framework.  
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