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WELCOME

Your decision to commence IGNITION Leadership Training Course is an important step in progressing, developing and enhancing your Spiritual experience. 

We aim to provide a quality learning experience that will meet the needs of all Trainees.  To assist you in managing your studies we have developed this Trainee Handbook.

Please take the time to read through the manual.  If you require assistance, please ask the principal to clarify anything you do not understand. 

Our team is committed to maintaining high standards for training.  We are proud of the qualifications we issue and continue to be recognised as a quality Registered Training Organisation.

Ignition is an off-site campus of CCC Bridgeman Downs Ignition Training College.

RTO Name:





Christian City Church Brisbane

RTO No: 







 

31109

Austudy No:

 
4P166

We trust that you will find your learning with Ignition a life changing experience.

OUR CHURCH

Christian City Church Hepburn Heights is a contemporary Pentecostal church which has grown to be one of Perth’s leading churches, enjoying a reputation of balance and integrity since it was formed in 1975.

As a church we are a part of Christian City Church International (C3i). Christian City Church (C3) is a dynamic and vibrant international movement founded and led by Phil Pringle.

With over 25 years of life and more than 120 congregations worldwide, CCC aims to build Christ’s church by saving lost people, making disciples and empowering the saints. 

COLLEGE HISTORY

Ignition leadership training college is a unique and strategic transforming tool, designed specifically to help raise local church leaders for local churches. Ignition has been operating since 2003 and over this time, some 50 students from numerous churches have completed certificate and diploma training.

With a dynamic blend of theology, ministry experience and individual mentoring, Ignition trains and equips young people to advance the kingdom of God.

Here is what a past student has to say;

“Ignition equipped and empowered me by establishing a foundation of biblical theology and practiced ministry which I am still using in many aspects of my life” Felicity, School teacher Class of 2005.

ACCESS AND EQUITY

All trainees will be recruited in an ethical and responsible manner consistent with the

requirements of the curriculum or National Training Package. Our Access and Equity Policy ensures that any staff selection complies with equal opportunity legislation.

Appropriately qualified personnel will assess the extent to which the applicant is likely

to achieve the stated competency standards and outcomes of the course based, on

their qualifications and experience.

Access and Equity Policy

The following Policy is incorporated into the organisation’s operational procedures:

The Ignition prohibits discrimination towards any group or individuals in any form, inclusive of:

    • Gender

    • Pregnancy

    • Race, colour, nationality, ethnic background

    • Marital status

    • Physical or intellectual or psychiatric disability

    • Age (in relation to compulsory retirement)

    • Delivery methods are designed, and wherever possible, facilities set up to

      enhance flexibility of delivery in order to maximise the opportunity for access

      and participation by disadvantaged clients.

If you feel that you have not been treated according to the above statements, please fill in a complaints & grievances form, available from the office and hand it to the Principal. There will be no repercussions of any type for taking this action.

QUALIFICATIONS & UNITS 

30772 QLD Certificate IV in Christian Ministry and Theology 

Nominal Duration (hours)

Core





































360 hours

Elective (minimum) 









140 hours

Total (minimum)  














500 hours

Packaging to gain qualification (units)
Compulsory 






















 6
Electives














            3
Total (Minimum)             9 (Minimum) 

CORE

Code Unit of Competency 



















  
































Prerequisite 


Nominal Hours

CMT007 Discusses the nature of the Bible and present day Christian life and practice



 


Nil 















  
60

CMT008 Interprets theological data 







































Nil 

















 60

CMT009 Investigates information within a theological theme or issue 




Nil 

















 60

CMT010 Gains new personal revelation 
































Nil
















   60

CMT011 Explores ideas about God in relation to the way we live as Christians 



Nil 

















 60

CMT012 Communicates theological information in a clear, easy to understand form 




  
Nil

















  60

ELECTIVES

Elective units may include:

• Relevant electives listed below

• Competency units packaged at the level of this qualification or higher in the Community Services Training Package

• Where appropriate to address workplace requirements, competency units packaged at the level of this qualification or higher in other endorsed National Training Packages or accredited courses.
Code Unit of Competency 





















































 Prerequisite   Nominal Hours

BSBWOR404A Develop work priorities 


































Nil
















    40

CHCCD1B Support community participation 























Nil 
















   
40

CHCCD9B Support community leadership 



























Nil 

















   64

CHCCOM3C Utilise specialist communication skills to build strong relationships 









Nil 

















  60

CHCGROUP3C Plan and conduct group activities 














Nil 

















  40

CHCNET2B Maintain effective networks 






























Nil 

















  24

CHCYTH3C Support young people to address their circumstances Nil 
















   
72

CHCYTH4C Support young people in crisis 


























Nil 

















  56

NB. Electives are not to include any core units of competency from a higher or lower level Christian Ministry and Theology qualification in this Training Product.
COMPETENCY BASED TRAINING AND ASSESSMENT

All programs delivered by Ignition are assessed under the “Principles of Competency Based Training”.  This means that all courses are built from “Units of Competency”. Trainees are advised of the Units of Competency required to complete a course or program before commencement (refer to the above section).  The aim of Competency Based Training is to assess the trainee’s ability to do the activities in each unit instead of sitting an examination that has a specific “pass mark”.  Your Assessor will assess your (ability) competency in each unit.  You will receive an assessment of “competent” or “not yet competent”.  Competencies are normally expressed in terms of a unit of competence.  Competencies include the skills and tasks that are required in a Church environment.  When you are being assessed on these activities you will be required to perform them to the level required in the appropriate environment.  All assessment results are recorded.  Trainees will be notified of results in each assessment and have access to their assessment records through the IGNITION office. Qualifications are issued from results. (Refer to “Qualification Issued” section).

ORIENTATION & STUDY SKILLS DAYS
All trainees will undertake an “Orientation Day” & a “Study Skills Day”.  For 2010 the Orientation Day is on Thursday 4 February at from 10am – 1pm. This involves a familiarisation with the program requirements and, where appropriate, a tour of training facilities and introduction to Ignition staff.  
The Study Skills Day is on Friday 5 February from 10am – 1pm. This will involve educating students on all academic aspects of the college including, learning styles, mind-mapping, referencing, essay writing and much more.

Inductions may be completed as part of a group or on a one to one basis.  The Trainee Handbook will be made available to each trainee at the completion of their application. Aspects of the handbook will be covered on Orientation Day.

VOCATIONAL OUTCOMES

On completion of this course the trainee may be able to find employment in fields including Chaplaincy, Youth Work, Pastoral Roles, Community Work & Church Planting* (*further study required). 

The following employability skills are gained from successful completion of the Certificate IV in Ministry & Theology:

· Effective communication skills
· Effective teamwork

· Efficient problem solving capabilities

· Competent use of initiative and enterprise skills

· Efficient planning and organisation

· Competent self management

· Effective learning

· Competent use of technology

COURSE INFORMATION

At the commencement of each unit, trainees will receive a unit outline, which provides information on:

· Trainee selection processes;

· IGNITION Teaching staff;

· Course program length and content;

· Assessment methods;

· Qualification to be issued upon successful completion.

· Vocational outcomes

LECTURE TIMES

Ignition operates on Wednesday, Thursday and Friday. Lectures or Breakfast Programs start on at 8:00am on Wednesdays and 9:00am on Thursdays. Lectures are finished by 5.00pm.

See the timetable (available on enrolment day 4 February) for exact times

TERM DATES

Enrolment Day 


– Thursday 28 January
Orientation Day – Thursday 4 February
Study Skills Day - 
Friday 5 February
Term 1 – Wednesday 10 February – Friday 9 April (9 weeks)

Term 2 – Wednesday 28 April – Friday 25 June (9 weeks)

Term 3 – Wednesday 28 July – Friday 24 September (9 weeks)

Term 4 – Wednesday 13 October – Friday 3 December (8 weeks)

ADMINISTRATION

The College office can be accessed through the main office area.  

COURSE MATERIAL

Trainees require a notebook, lecture writing pad, pen/pencil, and bible/study bible. 

Any required reading by Lecturers will be given out during the lecture. Trainees may be required to purchase textbooks required for a unit.  These can be ordered through our church Bookstore (book order forms available on enrolment day).

TRAINEE COUNSELLING AND PASTORAL CARE

Ignition recognises that a trainee may have problems that interfere with the trainee’s ability to learn.  IGNITION will refer trainees to appropriate external support groups for assistance.  However trainees belonging to Christian City Church Hepburn Heights should seek counselling from their own church pastoral team first.

ENROLMENT

All trainees are required to complete and sign an enrolment form prior to commencing training.  The information in the enrolment form will be used to assess trainee eligibility as well as providing key information for our records.

EVALUATION OF TRAINING

All trainees are requested to complete a written evaluation at the completion of a module.  Lecturers will provide trainees with a form to complete.  These evaluations are used by IGNITION to gauge your satisfaction with the training and to identify opportunities for improvement. 

COLLEGE FACILITIES

Rooms

Trainees must exercise care and respect when using the training rooms or college facilities.

Use of class equipment

Trainees are not to use any equipment without the permission of the supervising teacher. Any unauthorised use of equipment will result in a verbal warning being given to the trainee by the principal.  Where equipment is damaged as a result of unauthorised use the trainee will be liable for all repairs.

Photocopying

Lecturers will provide the trainees with access to photocopying facilities as required. However where excessive use of the photocopier is required this may incur extra charges.

Library

The college library is currently located in the IGNITION/YOUTH room. Trainees may use the library only at the prescribed times or when given permission by the principal. 

Mobile phones

The use of mobile phones is prohibited in class.  Trainees must turn phones off prior to commencement of lessons. If a student does not follow this standard, the lecture can confiscate the mobile phone.

EXPECTATIONS OF TRAINEES

Attendance at College

Trainees are required to attend all training to enable successful completion of the course.  Absenteeism for non-urgent reasons will result in a “not yet competent” for the Course. 
You will be required to repeat the unit at a later date to obtain a “competent”. Lateness to class will be considered a non attendance for that unit and may result in a “not yet competent”.  If a trainee is unable to attend lectures he/she must contact the college.  If a trainee is absent for more than two days as a result of sickness they must present a doctors certificate.

Change of Details

Trainees must advise Ignition of any changes in their personal details.

Completion of Learning Requirements

Trainees are required to participate in all training activities and carry out any assessments that may be asked for by Lecturers.  Assessments must be completed to obtain a qualification.

Personal Presentation

Trainees are required to dress in a manner consistent with a good Christian witness.  The accepted standard of College dress is smart casual.  Footwear should be worn at all times.    Female trainees should wear clothes that are modest in appearance. Trainees are not to wear excessive facial body piercing while in College.  Caps/hats are not to be worn in lectures.  Any variations to the dress code are subject to the final decision of the College Principal. The college reserves the right to discipline suspend or dismiss any trainee who does not maintain this code.

Personal conduct

Trainees are expected to maintain a high code of morality, ethics and presentation during their time of studies that is consistent with a Christian witness.  Behaviour such as the use of drugs, alcohol, smoking and immoral behaviour are not acceptable.  

No trainee is to provide counselling or ministry to other trainees without the authorisation of the Principal or unit lecturer.

The college reserves the right to discipline, suspend, or dismiss any trainee who does not maintain this code.

Relationships in college

In all instances, Ignition recommends that students remain single during their college year (unless already married), as it is important the necessary focus is on college work and tasks, one’s internship and one’s relationship with God; romantic attachments can invariably cause many distractions. However, if you are in an existing relationship at your time of enrolment you must notify the Principal during your interview process, and an accountability system – if not in place already – will be actively encouraged. In the situation where a romantic attachment is formed with another student during your college year, again the Principal must be notified immediately and guidelines will be applied involving an accountability structure, and a written contract agreeing to remain inclusive and committed to college life.
Sexual Harassment and Bullying

Sexual harassment or bullying is a serious breach of college behaviour and will be dealt with accordingly.  Any trainee accused of improper sexual behaviour will be immediately placed on suspension from the college pending an investigation.  The trainee will be required undertake counselling to resolve the matter.  If the situation is considered of a most serious nature the trainee may be asked to leave the college.

Church attendance

All trainees are expected to attend church services on a weekly basis.  They should also actively participate and serve in their local church as is consistent with Christian practice.  

Facilities

All trainees will be placed on a set-up/cleaning roster to ensure that the facilities used by the college are well maintained.

Plagiarism

Plagiarism is passing off other people’s work as your own.  The trainee must clearly demonstrate what work is their own and which is another’s by the appropriate use of references, quotes and footnotes.

Disciplinary Procedures

Disciplinary measures for infringement of the regulations may be imposed.  These could include:

· Verbal Warning

· Written warning with copy kept in person’s file.

· Suspension

· Expulsion

· In the case of cheating on an assignment, while all the above would apply, the trainee may also be asked to repeat the assignment.

· Trainees under discipline have the option of having the senior trainee (or other supportive person) in attendance at all times.

Internship

Each student will be required to spend one day per week at their local church as apart of an internship program. The roles and tasks of the internship will be discussed between the student and his/her supervisor.
Other Mandatory Practical Ministry Opportunities will include:
High Schools/ Primary Schools Programs – every week 

Students will be placed in teams and go into their allocated school/s each week.

Clash School Holiday Program – 3 times a year
Term 1 Holiday Program – Tuesday 6 & Wednesday 7 April
Mid Year Holiday Program – Monday 5 & Tuesday 6 July
Term 3 Holiday Program – Tuesday 28 & Wednesday 29 September
NB: These programs form part of an elective unit
Red Frogs Leavers Chaplaincy – Late November (Dates TBC)
Official classes will be shut down for one week to accommodate students being a part of this amazing opportunity to put what they have learnt into practice. It is strongly recommended that each student commit to participation in this program, and organize time off work accordingly.
Please Note – A fee of $150 per student will be required for this opportunity. Fundraising Opportunities will be available.
Copyright

The trainee must check that any material they use as resource material for class work or assignments does not infringe copyright rules. 

	Categories 

of Material
	Types of Works

In Category
	Examples
	Copying Limits

	Books
	Literary, dramatic, musical (of more than 10 pages)
	A textbook, novel, play, published seminar paper
	10% or one chapter

(whichever is the greatest)

	
	Literary, dramatic, musical 

( of less than 10 pages)
	A book or pamphlet
	A reasonable portion (not defined in the Copyright Act)

	Periodical

publications
	
	A newspaper, magazine, serial, journal article
	One article per issue or more if they relate to the same specific topic

	Graphic and artistic works accompanying or explaining text
	
	A photograph illustrating an article

An explanatory diagram in a thesis
	The whole work

	Unavailable works
	Literary, dramatic, musical and artistic works (other than an article in a publication)
	A textbook that is out of print, or not commercially available within 30 days.

Out of print sheet music.

A cartoon published in a book, and which is not available separately.
	The whole work


COURSE FEES 

Trainees will be advised of any fees before enrolment. Ignition will charge a standard fee per term:

· Full time Trainee $1000 per term ($4000 for a full year).

· Fees must always be paid one Term in advance. 

· Part-time trainee $400 per unit.  

· Fees must always be paid a Unit in advance.

FEES PAYMENT POLICY

In the case of fees not paid a term in advance, the following policy will ensue:

1. The student will make and sign a fee contract with a regular amount (no less than $100.0) being paid per week or per fortnight (in advance). The contract will be signed prior to the term fee payment deadline.

2. If the contract is breached once, the student is to meet with the college principal.

3. If the contract is breached twice, the student’s parents will be called.

4. If the contract is breached three times, the student will be asked to leave college. 
5. Upon leaving college, the student will still be liable to pay all outstanding fees, up until the end of the term.

FEE REFUNDS POLICY

Refunds are only issued per the college policy.  Any trainees who do not comply with this policy will not be refunded fees.  The refund policy is as follows:

1. Fees are due before the commencement of each term, except through the above fees payment policy.

2. If the college fails to commence a set Unit, applicants will receive a full refund of all moneys paid.  However this will not apply to the application fee which is non-refundable. The college will make every attempt to place the trainee in another appropriate unit.

3. If a trainee cancels before the commencement date of the course or within the first 7 days of course commencement, a full refund will be made. 

4. Should a trainee leave between 7 and 14 days of the course commencement date only 50% of the fees will be refunded. 

5. Should a trainee leave after 14 days of the course commencement date no refund will be made.

6. Should a trainee have to cancel, for any reason beyond their control, such as illness, then every effort will be made to negotiate a full refund.

7. Should a refund dispute arise, which cannot be resolved, a person acceptable to both parties will be appointed to act as an arbitrator to adjudicate the problem.

8. All course pre-payments will be paid into a separate account until such time as the amount has been expended through course delivery.  This will cover refunds due to non-commencement. 

9. The refund policy as set out herein is to be made available to all participants on enrolment.

ASSESSMENT

Assessment is a process used to determine whether trainees can demonstrate competency (ability) against a pre-determined set of competencies (assessment criteria).  It is a process of collecting and validating evidence, which is recorded by assessors to prove trainee competence.  Ignition staff members must meet strict qualification requirements before they are permitted to conduct and validate assessments.  These qualifications are the -
· Nationally Recognised Qualification Certificate IV in Assessment and Workplace Training or equivalent. 

· Suitable Industry Experience and Qualifications.

Ignition complies with the National Assessment Principles (May 1998) as well as the requirements of Course Curriculum and Training Packages.  It also complies with the Australian Quality Training Framework (AQTF) Standards.  Assessors will utilise one or a combination of assessment methods depending on the needs of the trainee and the requirements of the course.

These could include:

· Review the portfolio of Evidence including

· Qualifications

· Interviews

· Confirmation of Testimonials

· Validated Workplace Logbooks

· Skills/Challenge testing

· Written/Oral tests

Flexibility in Assessment

All assessment will be conducted in a flexible manner. This means that assessment will be either on or off the “job” and at mutually convenient times and situations. 

The assessment will:

· Provide for the recognition of competencies no matter how, where or when they were acquired.

· Draw on a range of methods and be appropriate to the context, task and person.

· Be made accessible to the trainee so that they can proceed readily from one competency standard to another.

Delivery Methods

All courses are delivered face-to-face only.

Assessment Criteria

Trainees may be assessed in a variety of ways including by the following methods: short answer questions, Self-check, questions, assignments, practical, computer based and demonstration, [face – face].  Trainees must present only typewritten work.  All trainees will be assessed using national assessment principles.  All assessment processes will be valid, reliable, flexible and fair.

Assessment Requirements

The guideline for successful completion is the achievement of the Learning Outcomes.  This can be demonstrated by correct answers of the questions. The practical exercises are assessed by the inclusion of key words, diagrams, video, data and observation.  The Trainer/Assessor will advise of any concerns in regard to assessment.

Extensions of Assessments

In the case of legitimate circumstances, a request for extension form is available from the college office. A new request for extension form will not be accepted on the day the assessment is due.

Late Assessment Policy

In the instance of students handing assessments past the due date without an extension form (as stated in the unit outlines), the following policy will apply:

Up to 1 week late 






– Pass only

Up to 2 weeks late






– Accompanied by a letter of appeal to the principal

Between 2 & 4 weeks – Assessment to be handed in during a meeting with Ps John     

Finkelde, in which student will give an explanation for the lateness.

Over 4 weeks 














– Assessment to be accompanied by a $50.00 processing fee

Over 6 weeks 














– Assessment will not be accepted. Student must re-sit unit.

ASSESSMENT APPEALS POLICY

1.
All trainees have the right to appeal assessment results.

2. The trainee has twenty one days (21 days) from the date the assignment is handed back to the student, to appeal the result.

3. The trainee’s assessments will be kept on file until the twenty one days expire. Then they will be returned to the student. However the college must retain the cover sheet from the assessment which is placed in the student file for future audit purposes.

4. The trainee is issued with a Transcript of Academic Record (Certificate). Trainees have a period of thirty (30) days from the last official date of the course to appeal the results.

5. If the trainee wants to be re-assessed they must submit a request in writing. The form and a copy of the procedure is available from the college office.
6. The trainee who appeals will have the opportunity to have their work re-assessed by further Assessors.  The decision and re-assessment outcome is recorded in the trainee’s file.

7. Trainees will be informed of the appeals procedure for assessments on the first day of the program and prior to assessments.

COMPLAINTS PROCEDURE

Should an issue arise the trainee has the following recourse:

1. The trainee is encouraged to approach a staff member or the person concerned in the dispute.  If a solution is found at this point, a Complaint Record Form is to be completed by the staff member and submitted to the principal.


2. If however, the trainee feels unable to do that, the trainee is encouraged to approach the Principal.  In doing so, the trainee may go alone, or he or she may wish to ask another trainee to go with him or her as the approach is made.

3. At this point a Complaint Report Form should be submitted. 

4. The principal will arrange for the Complaint or Grievance to be heard by an independent person.

5. This person shall respond to the trainee within 14 days, and communicate the result to the trainee and the principal using a Complaint Record Form. 

6. If the trainee feels that the matter is still not satisfactorily resolved then the trainee will be referred to external organisations of appeal (e.g. WA Executive of Christian City Church International (CCCI) Anti-discrimination Board, D.E.T. complaints).

· To contact D.E.T. complaints phone: 08 9264 4111

· To contact the WA executive of CCCI phone: 08 9300 2377
(Note: During the Grievance Procedure both the trainee and Ignition may request a witness be present at the meetings).

Confidentiality of Complaints

All grievance discussions are confidential and will be stored in a locked file.  Details of grievances will not be shown to a third person without the trainee’s permission.

EDUCATIONAL STANDARDS

Ignition staff will ensure that adequate learning resources are available and that the environment supports ease of learning as follows;

· IGNITION will provide an environment that is conducive to an effective learning process.

· Regardless of program content all training will be delivered with a professional and positive attitude.

· All Lecturers and assessors are assessed on their experience, competence and personal suitability before employment.  The minimum qualifications required for assessors are as follows.

· Certificate IV Assessment and Workplace Training or equivalent, plus

· Industry experience which is current and relevant, plus

· Any requirements as stated within course curriculum and/or training packages.

· Lecturers and Assessors are encouraged and assisted to further their industry training and interpersonal skills.

· Training will always be carried out to the highest recognised and accredited industry standards and comply with the requests of the Australian Recognition Framework (ARF).

· The trainee and trainer will work together to meet specific needs.

· The learning process will include training components and personal guidance that will assist the trainee in achieving his/her study goals that will address the specific needs and enable participants to establish a positive direction.

MARKETING

IGNITION will market their vocational education and training product with integrity, accuracy and professionalism, avoiding vague and ambiguous statements.  In the provision of information, no false or misleading comparisons will be drawn with any other provider or course.

Potential trainees will come from C3 Hepburn Heights and will do so of their own free will, applying from word of mouth.  Trainees will fully understand what is involved.  Their recruitment, commitments, etc. will be made prior to the course commencement by reading the details simply explained in the “Prospectus” and related documentation and from direct contact/discussion on a one to one basis with the Principal.

LANGUAGE AND LITERACY SUPPORT

Trainees requiring any assistance or support with language, literacy or numeracy should speak confidentially with the Principal.  We can discuss different ways of conducting training and assessment to assist trainees and, where required, assist trainees to access additional tutoring/specialist training in language, literacy and numeracy.

If the trainee, on enrolment, indicates that they have language or numeracy difficulties, then the need for support will be ascertained and the following process implemented if required.

· Modifications to the learning /training process:

Modifications will be made to the curriculum content, training strategies, organisational procedures, assessment and reporting for the individual trainee as required according to the trainee’s level of need.

· Specialised educational support: 

Where necessary an Individual Educational Plan (IEP) will be developed to ensure that the curriculum and assessment is inclusive for the trainee. 

Additional Assistance

Trainees requiring additional assistance will be encouraged to access a Language, Literacy & Numeracy Program through:

1. Centrelink. 

National Office: Director

Literacy & Numeracy Section

LOC 736

Po Box 9880

Canberra City ACT 2601

Ph 02-6240 59366

Fax 02 62240 7439

www.llnp.dest.gov.au
2. Alternatively, the trainee may contact the Adult Literacy telephone referral service 1300 6555 06 for advice & referrals to over 1200 providers of Adult literacy & numeracy across Australia.

Relevant Legislation

Our College abides by all relevant legislation including the following Commonwealth and State Acts. The College Principal will undertake a comprehensive coverage of each act at the Student induction session.

• Equal Opportunity Act 1984 (WA)
Description
The objects of this Act are —  

           (a)  to eliminate, so far as is possible, discrimination against persons on the ground of sex, marital status or pregnancy, family responsibility or family status, sexual orientation, race, religious or political conviction, impairment, age or, in certain cases, gender history in the areas of work, accommodation, education, the provision of goods, facilities and services and the activities of clubs; 

            (b)  to eliminate, so far as is possible, sexual harassment and racial harassment in the workplace and in educational institutions and sexual harassment and racial harassment related to accommodation; 

            (c)  to promote recognition and acceptance within the community of the equality of men and women; and 

            (d)  to promote recognition and acceptance within the community of the equality of persons of all races and of all persons regardless of their sexual orientation, religious or political convictions or their impairments or ages. 

For a copy of the full Act  go to

www.austlii.edu.au/au/legis/wa/consol_act/eoa1984250/ 
• Vocational Education & Training Act 1996
Description

  The main objects of this Act are as follows — 

            (a) to establish a State training system for the effective and efficient provision of vocational education and training to meet the immediate and future needs of industry and the community; 

            (b) to provide for the registration of some providers of vocational education and training and the accreditation of some vocational education and training courses; 

            (c) to provide a means by which the State is able to meet its obligations under national arrangements relating to vocational education and training; 

            (d) to promote equality of opportunity to undertake vocational education and training; 

(e) to provide for research and development for the purposes of vocational              education and training

(f) to allow for the operation of an open and competitive training market in this State; 

(g) to provide for people, such as apprentices, to be trained for some         occupations under training contracts with employers. 

For a copy of the full Act go to

www.austlii.edu.au/au/legis/wa/consol_act/veata1996306/ 
• Equal Opportunity for Women in the Workplace Act 1999 
Description

The Equal Opportunity for Women in the Workplace Act 1999 aims to:

· Promote merit in employment; 

· Promote equal employment opportunity and eliminate discrimination against women; and 

· Encourage consultation between the college and staff on these issues. 

The Act requires: Private sector companies , Community organisations , Non-government schools, Unions , Group training companies, and  Higher education institutions  with 100 or more people to establish a workplace program to remove the barriers to women entering and advancing in their organisation.

For a copy of the full Act go to

www.eowa.gov.au/About_EOWA/Overview_of_the_Act/
• Privacy Act 1999
Description

The main purposes of this Act are (a) to establish a regime for the responsible collection and handling of personal information in college; (b) to provide individuals with rights of access to information about them held by the college; (c) to provide individuals with the right to require the college to maintain correct information about them. information held by contracted service providers; (d) to provide remedies for interferences with the information privacy of an individual. 

For a copy of the full Act go to

http://www.austlii.edu.au/au/legis/cth/consol_act/pa1988108/ 
·  Occupational Safety & Health Act 1984 (WA) 
Ignition is committed to providing a safe and healthy environment for all trainees. We aim to achieve the highest degree of Occupational Health, Safety and Security by adhering to Government Legislation and taking a personal interest in the wellbeing of our staff and Trainees. Our organisation abides by all relevant legislation including the following Commonwealth and State Acts.

Responsibility for Occupational Health and Safety

All employees and trainees are primarily responsible for their own Occupational Health and Safety (OHS) in the Workplace and Training environment.  Trainees are responsible for not only their own health and safety but the health and safety of others within their working environment.  Trainees should report unsafe working conditions, faulty equipment and 

accidents in the workplace/training environment immediately to their Lecturer. Trainees should abide by safe working practices and comply with health and safety regulations.  Accident Report forms are obtainable from the College office.

Description

The objects of this Act are —  

            (a)  to promote and secure the safety and health of persons at work; 

            (b)  to protect persons at work against hazards; 

            (c)  to assist in securing safe and hygienic work environments; 

            (d)  to reduce, eliminate and control the hazards to which persons are exposed at            work; 

(e) to foster cooperation and consultation between and to provide for the participation of employers and employees and associations representing employers and employees in the formulation and implementation of safety and health standards to current levels of technical knowledge and development; 
            (f)  to provide for formulation of policies and for the coordination of the administration of laws relating to occupational safety and health; 

            (g) to promote education and community awareness on matters relating to occupational safety and health. 

For a copy of the full Act go to

http://www.austlii.edu.au/au/legis/wa/consol_act/osaha1984273/ 

· Commissioner for Children and Young People Act 2006 (WA)
Description

The object of this Act is to establish the Commission for Children and Young People and Child Guardian to promote and protect the rights, interests and wellbeing of children in Queensland. This Act binds all persons including the State and, as far as the legislative power of the Parliament permits, the Commonwealth and all the other States. Both college staff and students are required to abide by this act when dealing with Children.

For a copy of the full Act go to

www.austlii.edu.au/au/legis/wa/consol_act/cfcaypa2006418/ 
MUTUAL RECOGNITION

Mutual Recognition:

 Ignition recognises qualifications issued by any other Registered Training Organisation under the Australian Qualification Framework.

What is Mutual Recognition?

Mutual Recognition is the recognition of qualifications and Statements of Attainment issued by other Registered Training Organisations (RTO’S).

This process is often called credit transfer, and is when a trainee has completed or partially completed the qualification they want to be enrolled in at another Registered Training Organisation.  

The Certificate or Statement of Attainment recognised must be:

· Acceptable within the guidelines of the relevant Nationally Endorsed Training Package

· Issued by an RTO who is registered to issue the qualification.

· Verified by Ignition 

How Mutual Recognition works?

If you wish to include Units of Competency obtained from RTO, you must provide the original Certificate or Statement of Attainment for verification.

The Certificate or Statement of Attainment must contain:  

· The RTO Name

· The RTO National and State Code

· The Unit of Competency National Code

If the Statement of Attainment does not include this information, you will need to provide a letter from the RTO, detailing the information.

If the trainee can provide the above, they will be automatically credited with the units of competency at no charge.

RECOGNITION OF PRIOR LEARNING

RPL: Participants, who have already gained in any way, some or all of the skills and knowledge assessed by the qualification they wish to enrol in, may apply for recognition of this previous training or experience. Participants may apply for exemptions in a course, a unit or one or more leaning outcomes within a unit. The applicant must have sufficient evidence to demonstrate that the performance criteria for each learning outcome, has been met.

Judgment is made on the evidence presented with the application by a qualified Assessor.

This evidence may include:

· Work records and records of workplace training.

· Assessment of current skills and knowledge.

· Third party reports from current and previous supervisors, trainers, managers and customers or clients.

· Previous qualifications.

· Confirmation of relevant unpaid or volunteer experience.

· Examples of work products.

· Portfolio, logbook, task book, projects or assignments

· Written presentation

· Interview

· Simulation

Evidence presented will be assessed using the four rules of evidence; validity, currency, sufficiency and authenticity. When putting together your portfolio it is your responsibility to label and reference each piece of evidence and where it relates to each unit of competency.

To apply for RPL:

Trainees wishing to apply for RPL should request an RPL Application Form from the trainer at the time of enrolment.  If a trainee does not apply for RPL prior to the commencement of the module he forfeits the right to RPL for that module.

  • Gather all documentation and evidence relating to previous work experience and courses.

• Complete an application form.

• Submit these to the Principal for assessment.

Any units or learning outcomes that have been approved by the Principal will be transferred to the credit of the trainee and recorded appropriately.

QUALIFICATIONS

All trainees participating in training with Ignition shall be issued with the following:

· Full AQF Certificate – This is issued when the trainee has completed all requirements for a qualification as listed in the curriculum document.  The Certificate lists the modules or units of competency completed.

· Statement of Attainment -This is issued where candidates have partially completed a qualification.  This may be done if –

1. The trainee did not complete the full requirements for the qualification.

2. Units or modules have been delivered from an accredited and registered program.

The code and title of all units successfully completed by the trainee are listed on the Statement of Attainment.  The Statement of Attainment is presented to the trainees at the graduation service. The Certificate is forwarded to their home address four (4) weeks after the program is completed.

Note:
It is important that we have your current contact details so that your Certificate and correspondence are correctly forwarded.

· Certificate of Attendance/Completion - this is issued where trainees have attended a program that is not a nationally recognised qualification or they enrol in a recognised course as a non-assessed Trainee.

The following defines terms used to record unit outcomes on the above documents.

“Competent”
The trainee has demonstrated competency in all learning outcomes for that unit. 

“Not Yet Competent”
The trainee has been assessed and has not yet demonstrated competency in all the learning outcomes for an individual unit.

“Withdrawn”
The trainee has withdrawn after one quarter of the way through the unit and not completed all required learning outcomes. This refers to courses only.  A trainee is cancelled or, if he/she has not got an 
 indenture and has not started training, his/her application is withdrawn.

“Exemption”
The trainee has been granted exemption from studying the unit due to previous study or an approved Recognition of Prior Learning process. Ignition will collect and validate evidence that demonstrates the trainee’s competence for this unit.

“Deferred Result”
Indicates that assessment has not been finished.

Re-issuing Qualifications

If your Certificate or equivalent document is misplaced or damaged, contact the Ignition facilitator to order a replacement.  A fee of $5 will be charged.

AUSTUDY

AUSTUDY is available to full-time trainees, subject to Government regulations.  If you require the relevant information regarding applying for AUSTUDY contact your local Centerlink office.  Please note AUSTUDY may not be available to every Trainee.  Also allow 3-4 weeks for processing of forms.

STUDENT CARDS

Full-time trainees will be issued with a Student card.  Trainees will be issued with Students cards in the first semester.

EMERGENCY SITUATION

If any incident requiring medical attention occurs, the IGNITION facilitator should be contacted as soon as possible.  If you have a medical condition that requires specialised care, you should make these details known to the IGNITION principal, including the details of any medication you require. The college cannot administer any medication not authorised so plans should be made if this situation eventuates. 

FIRE EVACUATION PROCEDURE

In case of a fire, it will be the responsibility of the Lecturer to direct the trainees to the appropriate exits where a roll will be taken.

CODE OF PRACTICE

Our Commitment

Ignition is committed to high standards in the provision of vocational education and training and other Trainee services. The following Code of Practice describes the minimum standards of our vocational education and training and other Trainee services. The policies set out in this Code of Practice underpin the operations of Ignition. We understand that our registration as a Registered Training Organisation may be withdrawn if we do not honour the obligations of our Code of Practice.

Legislative Requirements

Ignition will comply with all Legislative requirements of State and Federal Government, in particular Work Place Health and Safety, Workplace Relations, Anti Discrimination and Equal Opportunity.

External Review

Ignition has agreed to participate in external monitoring and audit processes as required by the State Training Agency. This covers random quality audits, audit following complaint and audit for the purpose of re-registration.

Quality Management Focus

Ignition has a commitment to providing a quality service and a focus on a continuous improvement. We value feedbacks from trainees, tutors, and industry representatives. 

Management and Administration

Ignition has policies and procedures, which ensure sound financial and administrative practices. We guarantee the organisation’s sound financial position and safeguard trainee fees until used for training or assessment. We have a fair and equitable refund policy. 

Trainee records are kept securely and confidentially and are available for trainee perusal on request. Ignition will have any relevant insurance necessary for the operational needs of the organisation.

Marketing and Advertising

Ignition markets training 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 or training Products.

Training and Assessment Standards

Ignition has personnel with appropriate qualifications and experience to deliver the training and facilitate the assessment relevant to the training products offered. 
Assessment will meet the National Assessment Principles including recognition of prior learning and credit transfer.

Adequate training materials will be utilised to ensure the learning outcomes of the training product can be achieved.  Appeals procedures are in place for Trainees who are not satisfied with assessment or training.

Course/Training Product Information

Ignition provides accurate, relevant, and up to date course information for Trainees prior to commencement. This includes:

· Client selection, enrolment and induction/orientation procedures;

· Course information, including content and vocational outcomes;

· Fees and charges, including refund policy and exemptions (where applicable);

· Provision for language, literacy and numeracy in  assessment;

· Client support, including any external support the organisation has arranged for clients;

· Flexible learning and assessment procedures;

· Welfare and guidance services;

· Appeals, complaints and grievance procedures;

· Disciplinary procedures;

· Staff responsibilities for access and equity; and

· Recognition of Prior Learning (RPL) arrangements.

Admissions/Enrolment

Each trainee receives a copy of the Trainee Handbook upon completion of the interview.  The Principal will interview every new Trainee, prior to enrolment.

On Enrolment Day, all trainees must attend at the college premises to collect their timetable, pay their term 1 fees, and hand in the signed statement of understanding on   page 22 of this handbook. 
Issue of Certification

On completion of a course, trainees are issued with appropriate certification. This is

to be issued within 30 days of the completion of all assessments. The certification is

to be as per AQTF requirements. Records will be kept as in accordance with legislation.  

If a trainee does not complete the entire program leading to a Statement of Attainment,

a Statement of Attendance is issued as appropriate.

A reference is made on the database recording the relevant information e.g. name,

number and Statement of Attainment Number.

Trainee Services, Welfare and Guidance

Ignition has sound management practices to ensure effective trainee services. We have operational standards to ensure timely issue of training assessments, results and qualifications. These will be appropriate to competence achieved and issued in accordance with National guidelines.

Ignition has trainee welfare and guidance services relevant to our training products.  Where necessary, arrangements will be made for trainees requiring Literacy and/or Numeracy support. This will be out sourced to the relevant qualified experts. 

Ignition trainee information will ensure that trainees, prior to enrolment know all fees and charges. Course Content, Outcomes, and Assessment procedures are outlined in our Trainee Manual.

Ignition quality focus includes: access and equity; recognition of prior learning; fair and equitable refund policy; grievance policy; and appeal policy. Any trainee who may suffer trauma or extreme hardship may suspend their course until a more suitable time. For any matter outside of our expertise or control, the Ignition will make every attempt to refer the trainee to the relevant agency or expert.

STATEMENT OF UNDERSTANDING

I have been handed the Trainee Handbook and the Principal has explained the Policies, Procedures and Guidelines within this Trainee Handbook.  I agree to abide by these for the duration of my training with the Ignition. I understand that non-compliance with the requirements will result in disciplinary action or suspension or dismissal from the College.

Trainee Signature: ____________________________________________

Print Name: __________________________________________________

Date: ________________________________________________________

Course Name: ________________________________________________

Witness Signature: ___________________________________________

Witness Name: _______________________________________________

Date: ________________________________________________________

Do you have any medical conditions that we should be aware of? 

No   

Yes 

If yes please specify:

________________________________________________________

Do you require any assistance with numeracy and literacy skills?

No   

Yes 

If yes, please specify: _________________________________________

This statement of understanding must be completed and returned to the College Facilitator on Enrolment Day.
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