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WHO IS THE HEALTH ADVANTAGE

THA is a multidisciplinary team of Doctors, Medical Specialists, Physiotherapist, Occupational Therapists, Psychologist and Exercise Physiologist who specialise in the area of Occupational Health and Rehabilitation.  THA has a firm commitment to the ethical practice of Occupational Health and Rehabilitation.  THA provides educational services in the areas of ergonomics, stress management, manual handling and drug and alcohol testing.  THA does advise on the technical aspects of drug and alcohol policy and can provide assistance in writing such policies.   THA however does not provide legal advice regarding drug and alcohol testing policy and recommends appropriate legal advice be sort prior to the introduction of such policy.  
ABOUT THE HEALTH ADVANTAGE
The Health Advantage Pty Ltd in as Equal Opportunity Organisation engaged in the provision of accredited training under the auspice of the Australian Quality Training Framework and the Queensland Department of Employment & Training. THA policy dictates a strict adherence to relevant state and federal legislation relating to safety, industrial relations, access and equity. 

All accredited courses/qualifications will be conducted/delivered in line with the standards set by the Australian Quality Framework and relevant federal, state, and territory authorities. 

Enrolling students should familiarise themselves with all elements within this document as they will be discussed with you by a staff member who will then have you sign a declaration confirming this process has been undertaken before enrolment can be finalised. 

THE HEALTH ADVANTAGE CONTACT DETAILS 
Director of Training Dr Vern Madden, 
Liaison/Trainer Mr Garry Jackson

Administration: Suite 7 St Andrews Hospital 

Toowoomba 4530 Qld

Phone: 07 46314136 

Fax: 07 46337802

Email: vernmadden@thehealthadvantage.com.au, 

Email: garryjackson@thehealthadvantage.com.au
THE HEALTH ADVANTAGE CODE OF PRACTICE 
This RTO is committed to delivering fair, reasonable, and ethical dealings in all of its undertakings including: 

• Client information 

• Confidentiality 

• Complaints and appeals 

• Fee structure 

• Corporate policy 

• Training standards 

• Marketing 

• Access and equity 

• OHS 

RECOGNITION 
All Qualifications, Courses, and Statements of Attainment gained through an AQF accredited Registered Training Organisation have National Recognition and as such are recognised by THA.
ENROLMENT PROCEDURE
Choose the course you would like to study. Information on the course is available from THA or by phone. Complete an enrolment form that is provided to you and pay the required fee before the course commences. We will then confirm your enrolment and send you a receipt for payment.
FEE STRUCTURE 
All fees will be competitive when compared to others in the marketplace, and may be varied or discounted at the discretion of the RTO to assist individuals, secure corporate contracts or to comply with the requirements of Commonwealth or State/territory Government contracts. 

In programs funded by Government Authorities, client charges will be determined by the terms of the Government Contract. 
If fees are the subject of a quote, then a deposit of 50% of that quote is payable.

It is requirement that a deposit be paid to confirm any bookings made, and that the fees be paid in full before the course commences. Any hardship situations may apply to the RTO manager for negotiation of the fee structure.
FEES PAID IN ADVANCE 
The Health Advantage will ensure that fees paid in advance of course delivery shall be protected by having such funds entered into THA’s accounts as “Unearned Income,” which may not be drawn upon until such time as delivery has commenced. 

REFUND POLICY 
Where a student pays a deposit and withdraws from the course more than 1 month prior to the commencement of the course, a fee equal to 10% of the course cost will be retained to cover administration cost. Any additional funds will be returned to the student. 

Where a student pays a deposit and withdraws form the course less than 2 weeks prior to the commencement of the course, a fee equal to 50% of the course cost will be retained to cover administration cost. Any additional funds will be returned to the student. 

Where a student pays a deposit and withdraws form the course less than 2 days prior to the commencement of the course, a fee equal to 80% of the course cost will be retained to cover administration cost.

THA’s refund policy will also add an extra level of protection and flexibility which allows for the return of some funds if you withdraw from the course for medical reasons (doctors certificate required).

SUPPORT AND ASSISTANCE 
A list of referral contact details is available and can be supplied to students alike for a variety of services including; counseling, emergency accommodation, substance abuse, etc. 

A list of these services will be supplied at induction sessions with copies kept in a place where they can be accessed by students on request.
FEEDBACK AND COMMUNICATION 
THA embraces an ongoing policy of open communication and encourages feedback and dialogue with all students to assist with meeting student needs and concerns as well as for ongoing improvement of the RTO’s services. 

The RTO would appreciate feedback in regard to your opinions, satisfaction, or other views about the RTO’s operations, policies, procedures, and training delivery and assessment. 

The RTO will analyse utilise this feedback and communication to: 

• Review it policies and procedures, and 

• Plan for improvement 

Feedback can be supplied directly to facilitators, other THA staff, or as written suggestions which may include the use of THA feedback forms. 

All of these forms and/or information will be passed to the General Manager Training or an authorised delegate who will facilitate a response to the feedback. 

The Director Training or authorised delegate/s will then develop strategies to ensure compliance, fairness, and improvement of the RTO’s policies, procedures, etc, and will advise appropriate stakeholders by the most appropriate method which may include but not be limited to: 

• Verbal notification or announcement 

• Newsletter 

• Memo 

• Written advice 
DISCLOSURE 
Full disclosure of information relevant to the proposed placement is necessary for the safe and productive undertaking of duties. Failure to disclose such information may result in instant termination as an employee/consultant/contractor with The Health Advantage. 

RECOGNITION OF PRIOR LEARNING (RPL) 
In some cases students may be able to apply for Recognition of Prior Learning if they have previously achieved the learning outcomes for an accredited unit through another training course. The RTO will offer RPL for all courses where there is evidence to support the RPL application. 

Evidence for RPL (certificates, transcripts, or other evidence) should be attached to an Application for RPL Form and submitted to the tutor of a course who will liaise with the RTO’s administrative staff to confirm whether the RPL status is granted, denied, or whether further information/evidence is required. 

EQUAL OPPORTUNITY 
All admissions to the RTO’s courses shall be determined fairly without consideration for an applicant’s gender, sexual orientation, ethnicity, religion, or personal beliefs, handicap, etc, unless such items pose a reasonable argument for non enrolment on the grounds of safety, capacity to undertake the role, or a position that is in opposition to the laws of the land or the RTO’s code of conduct: 

Applicants will be assessed on their: 

• Successfully meeting course pre-requisites including appropriate qualifications and experience, 

• Demonstrating a capacity and willingness to adhere to the RTO’s standards and code of conduct, 

• Ability to undertake the course in a manner that encourages a fair, safe, and enjoyable learning   environment. 

• Other items as determined for specific courses on a time to time basis. 

Specific Needs groups 
The RTO will maintain a flexible and proactive attitude towards specific needs groups and where practical may cooperate with community or special needs organisations to: 

· Allow their members access to accredited training. 

· Where appropriate and in line with the development of the RTO, it may provide specific courses     or programs designed to assist groups of special needs or circumstances. 

PARTICIPANTS CHARTER 
All participants in the RTO’s courses and programs have a right to: 

• Be treated with respect and dignity 

• A safe learning environment free from danger, abuse or harassment 

• Recognition of their particular needs and circumstances including: beliefs, ethnic background, cultural and religious practices 

• Have access to their own records on request 

• The opportunity for feedback on services provided 

• Receive a copy of and have access to our complaints process 

Participant Responsibility
As a condition of entry into the RTO’s programs, participants are expected to: 

• Respect the rights of others 

• Be punctual for classes and appointments 

• Notify the RTO if they are unable to attend classes or appointments 

• Promote an effective learning environment through good personal behavior 

• Encourage equal opportunity 

• Observe any non-smoking restrictions 

• Seek approval from authorised HBA staff for the use of any RTO equipment, assets, stationary, etc 

• Be responsible for their own possessions 

• Be aware of and promote the safety of themselves and others 

• Meet the required dress standards designated for particular programs. 
MARKETING
The Health Advantage markets our products with integrity, accuracy and professionalism, avoiding vague and ambiguous statements.  In the provision of information, no false or misleading comparisons are drawn with any other training organisation or training product.

COMPLAINTS AND APPEALS 
You are encouraged to highlight any issues that cause you concern in dealing with THA.  Any complaint about any assessment or violation of our code of practice will be treated seriously and investigated thoroughly.

Organisational procedures ensure that:

· Each complaint or appeal is documented in writing
· Each appeal is heard by an independent person or panel;
· Each appellant – 

· Has an opportunity to formally present their case, and

· Is given a written statement of the appeal outcomes, including reasons for the decision

TO APPEAL THE RESULTS OF ASSESSMENT

Candidates may seek to formally appeal the results of assessment on any grounds.  The appeal must include details of the unit/ course and clearly state grounds for appeal.

· Notify trainer within 21 days

· Negotiate for reassessment

· All appeals will be handled as quickly as possible

· At written response will be given within a further 21 days

· Should you disagree with the appeal; process you may formally request that the appeal be heard by a third party to THA
· THA will make all records available to any independent review body and cooperate in any way as required.

CUSTOMER COMPLAINT
If you have a complaint concerning any matter in relation to the training or the organisation, you may:

· Speak to a staff member or the Director of The Health Advantage within 7 days.  A verbal or written complaint will be documented and viewed by the Director.

· A response in writing will be forwarded to you within a fortnight notifying you of the result of the complaint and any further action arising from it.

· If the complaint is unresolved the complainant will be given the opportunity to speak with a third party to The Health Advantage
· If the complaint is still unresolved, the complainant will be advised of external organisations that may assist, eg DETA.

SEXUAL HARASSMENT, BULLYING
THA is committed to promoting courtesy, trust and respect and to a working environment that is free from workplace bullying and sexual Harassment.  This organization finds harassment of any kind unacceptable and will not tolerate it under any circumstance.  Should you find yourself harassed in any way, please contact the Director of The Health Advantage
LEGISLATION 
THA will ensure that it complies with all Commonwealth, State & Territory laws including legislation on: 

• Occupational health & safety 

• Workplace harassment, victimization and bullying 

• Anti-discrimination, including equal opportunity, racial vilification, disability discrimination 

• Vocational education & training, and 

• Apprenticeships and traineeships. 

Legislation that may apply to the RTO’s operations may vary from circumstance to circumstance and may include but no be limited to: 

QLD – Vocational Education, Employment & Training Act 2000 

QLD – Workplace Health & safety Act 1995 

QLD – Workplace Relations Act 1996 

QLD – Copyright Act 1968 

QLD – Anti Discrimination Act 1991 

QLD – Commission for Children and Young People and Child Guardian Act 2000 

QLD – Fair Trading Act 1989 

QLD – Privacy Act 1999 

Legislative Requirements

Workplace Health and Safety Act 1995

The Workplace Health and Safety Act provide a framework for managing health and safety risks in Queensland workplaces.  The objective of the Act is to prevent fatalities, injuries and illness caused by a workplace, by workplace activities or by a specified high risk plant – this is achieved by preventing or minimising exposure to risk.  All organisations must comply with this Act, regardless of the types of services and/or products they provide or sell.

The Academy of Career Training has systems in place for managing and minimising risk for the accredited courses, trips and services we provide.  Visit the Queensland Government’s Workplace Health and Safety Website for more information on this legislation.  www.dir.qld.gov.au 

Anti-Discrimination Act 1991

The Anti-Discrimination Act aims to promote equality of opportunity for everyone by protecting them from unfair discrimination in certain areas of activity, including education and training.  The services developed and offered by the Academy, including our administrative practices and assessment processes, must take into account the principles established by this legislation.  www.humanrights.gov.au 

Vocational Education, Training and Employment Act 2000

The VETE Act 2000 was introduced by the Queensland Government to provide a legislative foundation for flexible, high-quality training to support Queensland’s workforce, now and into the future.  The legislation regulates the apprenticeship and traineeship system and provides a structure for providing advice on vocational education, training and employment matters to the Government.  The Academy is familiar with the ACT and abides by this legislation in regard to traineeships and Vocational and Technical Education.

The Academy has personnel with appropriate qualification and experience to deliver the training and facilitate the assessment relevant to the training products offered.  Adequate facilities, equipment and training materials will be utilised to ensure the learning environment is conducive to the success of trainees.

For further information on the impact of this legislation, visit the Department of Training, Education and the Arts website.  The Training Reform Act 2003 is an amendment to the VETE Act 2000, www.trainandemploy.qld.gov.au
Workplace Relations Act 1996

This section provides information on the Workplace Relations, those parts of the social security law and other legislation that is currently administered in the Employment and Workplace Relations Portfolio.  www.dewr.gov.au Work Choices reforms commenced on 278 March 2006 as part of the Workplace Relations Amendment (Work Choices) Act 2005.  Work Choices established the Australian Fair Pay Commission and provided guidelines for employing school-based apprentices and trainees.  For more information and updates on Work Choices visit www.workchoices.gov.au
Copyright Act 1968

The Copyright Act relates to copyright and the protection of certain material and performances.  Generally, one chapter or ten percent of a work can be copied for educational purposes.  Specific rules apply to creative works such as music and poetry.  This is overseen by CAL (Copyright Agency Limited).  If someone wants to use copyrighted material beyond the usual allowance, then permission must be obtained from the copyright owner.  www.copyright.org.au 

Privacy Act 1988

We at Academy of Career Training have earned our customer’s respect and trust.  You have our assurance that your personal, financial and health information will remain confidential.

Any information collected is stored safely and securely and is not released to anyone at any time without your permission.  The only exception is for government auditing purposes.  Students can apply to access their files.  Formal complains regarding release of private information must be in writing and follow the complaints procedures outlined above.  For information on privacy regulations in Queensland and in other states and territories, visit the website of the Office of the Federal Privacy Commissioner.  www.privacy.gov.au
The Fair Trading Act 1989

The Fair Trading Act aims to provide an equitable, competitive, informed and safe market place.  It makes provisions in respect to certain unfair or undesirable trade practices, and aims at regulating the supply of goods and services.  This Act applies to the marketing and advertising policy of the Academy.

Commission for Children and Young People and Child Guardian Act 2000

Commission for Children and Young People and Child Guardian Act 2000 established the Commission for Children and Young People and Child Guardian in order to promote and protect the rights, interests and well-being of children in Queensland.  Staff members at the Academy who work with young people under 18 are required to obtain a “Blue Card” in order to verify that they have undergone a criminal history check in relationship to working with children.

