Security Institute

Calibre Pty Ltd RTO 31962
Student Handbook

This handbook contains the Code of Practice and Privacy Policy.

We hope that your training will be enjoyable and productive. Please let us know if you experience any difficulties
during your course, so that we can take action to assist you. Our aim is for you to achieve high levels of competency
and we will assist you flexibly and fairly to achieve your goals.

Please read this Student Handbook and the Course Information for your course carefully.

If you have any questions after reading this Student Handbook and the Course Information,
please consult your trainer.
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1 Code Of Practice

1.1 Educational Standards

The organisation will maintain high standards in the provision of vocational education and
training and other client services. The organisation has policies and management
practices to maintain high professional standards in the marketing and delivery of our
services and which safeguard the interests and welfare of clients.

The organisation maintains a learning environment that supports the success of students.
We have the capacity to deliver the nominated course(s), provide adequate facilities and
use appropriate methods and materials. The Student Handbook describes the minimum
standards of the organisation’s education and training.

1.2 Sanction

The policies in this Student Handbook underpin the operations of the organisation. The
organisation recognises that registration as a Registered Training Organisation may be
withdrawn if it does not honour the obligations of the Code of Practice.

1.3 Legislative Requirements

The organisation complies with all legislative requirements of State and Federal
Government, in particular Work Health and Safety, Workplace Relations, Anti
Discrimination and Equal Opportunity and mutual recognition of accredited qualifications
issued from another RTO.

The various acts are held on site and are accessible on the Internet at
www.legislation.qld.gov.au or at the Australian Legal Information Institute web site:
www.austlii.edu.au. Staff and students are informed of legislative requirements through
such means as orientation, staff and student meetings, handbooks, bulletins and
noticeboards.

1.4 Quality Management Focus

CALIBRE PTY LTD is committed to providing a quality service with a focus on a
continuous improvement. CALIBRE PTY LTD values feedback from students, tutors, and
industry representatives. Where possible, CALIBRE PTY LTD designs diagnostic
assessment instruments specific to student needs.

1.5 Language Literacy and Numeracy & Digital Competence

Students will be assessed in order to ascertain if their Literacy and Numeracy skills, as
well as digital competency, are sufficient to successfully undertake the training program.
This is usually via pre enrolment assessment interview or completion of an exercise
contained in the proposed training program. Those who require further assessment or
remedial support will be referred to a qualified expert. Any costs will be the responsibility
of the student.

1.6 Marketing and Advertising

CALIBRE PTY LTD will market our training products with integrity, accuracy and
professionalism, avoiding vague and ambiguous statements. The information provided to
clients will have no false or misleading comparisons with other providers or courses.
CALIBRE PTY LTD’s marketing strategies will not contravene legislation.
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1.7 Equity and Inclusion

The RTO is committed to access and equity and does not discriminate against students on the
basis of age, gender, disability, cultural background, language, or other protected
characteristics.

All students are treated with dignity and respect, and support is provided in a culturally safe and
inclusive manner.

The RTO is committed to fostering a culturally safe learning environment for First Nations
peoples by:

o Embedding respect for Aboriginal and Torres Strait Islander cultures into training and
support practices

e Promoting awareness and understanding among staff and students

e Ensuring that learning environments are free from racism, discrimination, and cultural
bias

e Providing opportunities for culturally appropriate engagement and support

The RTO acknowledges the importance of cultural safety as defined by the learner, where
individuals feel respected, safe, and free to express their cultural identity without fear of
discrimination or disadvantage.

The RTO holds a zero-tolerance approach to antisemitism, defined as a certain perception of
Jews, which may be expressed as hatred toward Jews. Rhetorical and physical manifestations
of antisemitism are directed toward Jewish or non-Jewish individuals and/or their property,
toward Jewish community institutions and religious facilities."

2 Admissions/Enrolment

2.1 Client Selection & Recruitment

Recruitment will be responsible, ethical and consistent with any training package
requirements at all times. CALIBRE PTY LTD is committed to non-discrimination in any
form and at all times complies with equal opportunity and anti-discrimination legislation.

There may be prerequisites before commencing a program due to health and safety or
language requirements or the nature of the program. Appropriately qualified persons will
assess the extent to which the applicant is likely to achieve the stated competency
standards and outcomes of the course, based on the applicant’s qualifications and
proficiencies. Participation in training is subject to payment of all fees and charges.

2.2 Enrolment Procedure

An enrolment is to be completed online via the website at www.secuityinstitute.org. A
completed electronic enrolment form is to advise all details necessary to register a
student. A pre-enrolment LLND assessment will be conducted as part of the enrolment
process. All questions should be answered and the students must tick the box M at the
end of the enrolment form, indicating they have read the conditions and agree to them.

When the completed enrolment form is received with fees, the student is confirmed a
place on the course they have selected for the scheduling they have indicated. A
confirmation email will be sent to the student on enrolment. This email will also contain a
link to the student handbook to advised about graduate certification procedures,
assessment procedures, complaint and appeal procedures, facilities and equipment and
trainee support services.
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If the fees are received in full then the enrolment form and the funds are processed and
receipted. If the fees received are a deposit only the enrolment form and the funds are
processed and receipted then the arrangements for the payment of the balance are made
before commencing the course.

In the case of an RPL Recognition of Prior Learning once payment is received the student
is deem commenced the course

Monies received from students is also recorded electronically in an accounting software
program.

2.3 Induction/Orientation

By the first day of the course at the latest, students are to receive induction and/or
orientation appropriate to their course, and which ensures they:

= Received a student training and information plan

understand the information contained in the Student Handbook and Course
Information;

understand the Rules and Regulations;

are familiar with facilities and resources;

have identified the key training, administration and support people;

have necessary course materials; and know their timetables;

know where to access more information.

3 Course Information, Content & Vocational Outcomes

3.1 Course/Program Information

Students should receive the following information prior to enrolment:

= client selection, enrolment and induction/orientation procedures;

= course information, including content and vocational outcomes;

= competencies to be achieved by trainees;

= certification to be issued to the trainee on completion or partial completion of the
course;

assessment procedures, and due dates for course completion, if applicable;
arrangements for the recognition of prior learning;

facilities and equipment;

fees and charges, including refund policy and exemptions (where applicable);
provision for language, literacy and numeracy assessment;

client support, including any external support for clients;

flexible learning and assessment procedures;

welfare and guidance services;

complaints and appeals procedures;

disciplinary procedures;

any other information specific to their course.

3.2 Vocational Outcomes

When graduates have completed their studies with CALIBRE PTY LTD, a register of the
skills of the graduate will be maintained for future vocational reference.
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4 Fees and Charges, Refund Policy & Exemptions

4.1 Fees & Charges

Details of fees are supplied in the course information for each course. Please consult the
Course Brochure or the course coordinator if you have any questions.

4.2 Refund Policy

The policy of CALIBRE PTY LTD is at all times to be fair and equitable to registered students.
Applications for refunds can be made to the Director.

Provider Cancellation:

Should the organisation cancel any course/training program, students are entitled to a full
refund or transfer funds (course credit) to future training. Where a course credit is chosen by the
student they will have a period of 6 months to commence training. If they do not commence
training or request a refund during this 6 month period where the college has provided
opportunities to attend the selected course, the course credit will expire and the student will no
longer be eligible for a refund.

Student Cancellation:

In the event that the student wishes to cancel their course/training program conditions will apply.
Refunds may be negotiated on the basis of personal hardship or sickness upon provision of
substantiation of the claim. Students may be eligible for a pro-rata refund which is dependant
upon when they informed the college of their intent to cancel in writing. Refund entitlements are
calculated from the day the college received the written advice of cancellation and request for
refund. The following conditions apply for pro-rata calculations:

e Course deposits are non-refundable under 14 days before course commencement and this
amount is not included in the calculation rates for pro-rata refund payments. In the case of
confirmation is sent along with Assessment documentation for completion before practical
assessment days the student is deemed commenced the course and has 3 months to
complete documentation and submit all assessments.

e |f a student cancels under 14 days, they may choose to reschedule and all course fees will
be held in credit till commencement. Course fees held in credit under these circumstances
will expire after 6 months from the original date of enrolment and a refund can not be
applied for after the 6 month period.

e Cancellation within 14 — 7 days of date of commencement = 75% refund of the amount paid
for the course.

e Cancellation within 6 — day before commencement = 50% refund of the amount paid for the
course.

e Cancellation the day of commencement — no pro-rata refund is available. If the student has
extenuating circumstances or unforseen circumstances and those can be validated by
documented evidence, a course credit may be granted and the student may reschedule to
commence on the next scheduled course. Example of suitable evidence may include a
medical certificate.

¢ In the case of RPL Recognition of Prior Learning once payment is made and confirmation is
sent along with RPL documentation and web links the student is deemed commenced the
course and has 3 months to complete documentation and submit RPL

¢ Cancellation during the course: no refund is available on the amount paid. The student will
be required if they have not yet done so to pay the balance of their course fees for this
course.

e Where extenuating or unforeseen circumstances prevent a student from completing a
course after commencement, the student may be entitled to a course credit to complete the
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training missed at the next scheduled course. Documented evidence must be supplied to
support the extenuating circumstances i.e. medical certificate. This course credit expires
after 6 months unless otherwise advised in writing by the college or the college does not
have the same course scheduled within the next 6 month period. In this circumstance the
student may apply for a refund on the basis of personal hardship or sickness upon provision
of substantiation of the claim. The student may only be eligible for a refund based on the
pro-rata attendance of the course, against the remaining balance of the course. Each
student will be assessed on their individual circumstances.

o Where a student does not attend a scheduled day or part of the course and can not provide
satisfactory evidence as to why they did not attend, the college may charge the student to
attend the missed portion of the course.

e Where an account has been paid using a Credit Card and that transaction incurred a
processing the fee, the processing fee is not eligible to be refunded. The refund amount
calculated will be refunded onto the Credit Card in which is was originally processed.

¢ Where the account was paid for by a Third Party, the Third Party would be required to
request a refund and the refund would be paid to the Third Party not the student.

o Where a Third Party has an account with Security Institute, the course fees must be paid
within 30 days from invoice date.

¢ Where the account was paid by EFTPOS or bank transfer the refund will be processed via
Bank Transfer into the recipients nominated account.

Fees will be:
o Keptin a separate account with a recognised banking institution
o Accessed on a week-by-week basis only when the service is rendered (commencement
of course)
e Not used for any other purpose until clients have commences the program relating to the
fees.

Language, Literacy, Numeracy & Digital Competency Support

Students are assessed in order to ascertain if their Language, Literacy, Numeracy and
Digital Competency skills are sufficient to successfully undertake the training program.
This is via pre enrolment assessment exercise contained in the proposed training
program. Those who require further assessment or remedial support will be referred to a
qualified expert. Any costs incurred will be the responsibility of the student.

Purpose of the assessment

This Language, Literacy and Numeracy (LLND) assessment is conducted to assess your
capabilities in the mentioned areas. We always attempt to deliver the highest standards of
service. To achieve this, we need to understand your current levels of language, literacy
and numeracy as well as digital competency so that we can ensure that the course is
suitable for you and also, so we can understand what support services may be required
during your study if you do begin your desired course.

Scope of the assessment

This assessment has been developed to meet the Australian Core Skills Framework
(ACSF)

Level 2 - basic, foundation English Language Skills which was deemed appropriate after
analysis of the individual course requirements Level 2 - Keywords: common or usual or
known E.g. can have a conversation about home and work with teammates

Level 3 — advanced, extended English Language Skills which was deemed appropriate
after analysis of the individual course requirements Level 3 — keywords: interpret or
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extended or range E.g. can speak with the team and will explain a job then explain to the
client or owner who the job will be completed

Includes Multiple-Choice and Short Answer Questions Aligned with ASQA 2025 Standards
and the ACSF Australian Digital Capability Framework

How we assess LLND
Within this assessment there are several areas we will be assessing;
e Oral communication (Speaking and understanding/listening)
¢ Reading
e Writing
e Numeracy (Calculations and measurements)

¢ Digital competency

6 Records Retention

6.1 Student Records

CALIBRE PTY LTD uses quality management practices to ensure effective student
services. Operational standards ensure timely issuance of training assessments, results
and qualifications, appropriate to competence achieved and issued in accordance with
National guidelines. All student results and documentation is recorded, kept confidential
and securely archived. Records are kept in safe custody, with access restricted to
authorised staff. Students can access their files by request, with 14 days notice in writing.
All relevant organisational documents carry a version number and date. Records of
updated version numbers are kept on file.

Calibre Pty Ltd is a Registered Training Organisation registered with the Australian Skills
Quality Authority, National Provider Number is 31962.

In accordance with the Standards for NVR Registered Training Organisations, student
results will be kept for 30 years.

Information about a student will not be disclosed to a third party without the written
consent of the student. In the event of the RTO ceasing operations, all student records will
be, within 14 days, transferred to the ASQA. In the event of change of ownership of the
RTO, all student records will be retained by the new organisation in such a format that
qualifications and statements of attainment can be reproduced if required.

100% of student records which includes all assessment items submitted by the student,
assessment records, checklist etc for the term of the appeals period stated in the Student
Handbook as per the Appeals/Grievance Policy. At the end of the appeals period 100% of
student records will be retained for a further 6 months following completion.

Student records will be held on site at the training centre for a period of 1 annual year ,
from the year the last completed training with the college. All student records 2 years or
older will then be stored in Archives. A student may request in writing to have their records
retrieved from archive. This will incur a fee of $30.00

Version date: V010426
Ownership: Calibre Pty Ltd Approved: Geoff Schurer 8



7 Student Support

The RTO is committed to providing timely and appropriate student support services.
Students are able to:

Contact the RTO’s support services for assistance
Access trainers and assessors for guidance related to training and assessment
Receive support that is responsive to individual learning needs

Support services are provided in a manner that is fair, respectful, and inclusive.
Student Support Services
Access to RTO Support Services

Students may contact the RTO’s support services at any time during their enrolment to
seek assistance with matters including, but not limited to:

Course information and progression

Administrative or enrolment queries

Understanding training or assessment requirements
Referral to additional support services if required

The RTO ensures that support services are accessible and responsive, including for
students who may require culturally appropriate assistance.

For First Nations students, the RTO will provide access to culturally appropriate support
options, including referral pathways to specialist services where required. These may
include:

Aboriginal and Torres Strait Islander student support services
Community-based organisations

Language, literacy, and numeracy support with cultural awareness

Wellbeing and mentoring services delivered by culturally competent providers

Contact details for RTO support services are provided to students at enrolment and are
available through official RTO communication channels.

Access to Trainers and Assessors

Students are entitled to access their assigned trainer and/or assessor for guidance and
support throughout their course.

Trainers and assessors provide support by:

Clarifying learning and assessment requirements

Providing guidance on training activities and assessment tasks
Offering constructive feedback on progress

Identifying learners who may require additional support

Trainers and assessors are expected to apply culturally appropriate communication
practices and demonstrate cultural awareness when engaging with First Nations students.
This includes recognising different communication styles, learning preferences, and
cultural obligations that may impact participation.

Access to trainers and assessors may be provided through scheduled sessions, electronic
communication, or other appropriate methods consistent with the mode of delivery.

Identification of Support Needs
The RTO identifies learner support needs through:

Version date: V010426

Ownership:

Calibre Pty Ltd Approved: Geoff Schurer 9



* Pre-training review processes

» Administration and LLND assessment

» Ongoing monitoring of learner participation and progress
» Student communication and feedback

» Trainer and assessor observations

These processes are designed to identify not only academic support needs but also
cultural, social, and environmental factors that may impact a learner’s ability to engage in
training.

Where a support need is identified, appropriate strategies will be discussed with the
student and implemented where reasonable.

If required, an Individual Student support plan will be discussed with the student and
implemented. With a copy given to the student.

The Individual Student Support Plan will be recorded in the Learner Support Register
Reasonable Adjustments

Where appropriate, reasonable adjustments may be made to training and assessment to
support students, provided that:

The integrity of the training product is maintained
The requirements of the training package or accredited course are met

Reasonable adjustments are determined on a case-by-case basis and may include:
» Alternative assessment methods

+ Additional time for completion

* Modified learning resources

* Flexible delivery arrangements

For First Nations students, reasonable adjustments may also consider cultural learning
styles, oral knowledge-sharing approaches, and community-based contexts where
appropriate and compliant with training package requirements..

8 Training & Assessment

8.1 Training and Assessment Standards

The RTO defines the systems, controls, and procedures implemented by the RTO to ensure that
all assessment practices are systematically designed, implemented, monitored, and improved in
accordance with the Outcome Standards for NVR Registered Training Organisations 2025.

The RTO is committed to ensuring that all assessments:

Produces valid, reliable, and defensible competency outcomes

Meets the requirements of the relevant training product

Is fair, transparent, and consistent for all students

Is supported by documented systems and evidence suitable for regulatory scrutiny
Scope

This policy applies to all:
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¢ Training and assessment delivered under the RTO’s scope of registration
e Trainers, assessors, and third-party providers
e Students undertaking training, assessment, RPL, or credit transfer

8.2 The RTO ensures all assessments are:

Fair
Students are informed of assessment requirements prior to commencement
Reasonable adjustments are applied without compromising competency standards

Flexible
Assessment reflects individual student needs and contexts
Multiple evidence sources are accepted

Valid
Assessment directly measures the requirements of the unit of competency
Tools are mapped to all components of the training product

Reliable
Standardised marking guides are used
Validation ensures consistency across assessors

Rules of Evidence
All evidence collected is:

Valid — aligned to competency requirements
Sufficient — covers the breadth and depth required
Authentic — verified as the student’s own work
Current — reflects present competency

Conduct of Assessment

Pre-Assessment Information

8.3 Student information
Students are provided information regarding the assessment with:

Assessment requirements and expectations
Evidence requirements

Assessment conditions

Timeframes and submission requirements
Appeals and reassessment processes

This is delivered through:

Student Handbook
Assessment instructions
Trainer briefings
Assessment Environment

The RTO ensures assessment occurs in environments that:

¢ Reflect workplace conditions (where required)
e Are safe and compliant with WHS requirements
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e Provide access to required resources and equipment
e Assessment Judgement

8.4 Assessment decision
Assessment decisions are made by qualified assessors who:

e Hold required competencies and vocational currency
e Apply standardised marking guides
e Base decisions on collected evidence

All decisions are:

Documented

Justifiable

Able to withstand regulatory scrutiny
Feedback and Outcomes

8.5 Students receive feedback :

Clear outcome:

Competent (C)

Not Yet Competent (NYC)
Detailed feedback identifying:
Strengths

Gaps in performance
Required actions
Reassessment

Where a student is deemed NYC or NYS:

e The RTO provides:
e Targeted feedback

e Opportunity for reassessment
[ ]

Reassessment:
¢ Is conducted using appropriate methods
e Maintains the integrity of the unit requirements

8.6 The RTO ensures students are informed of RPL and Credit Transfer:

Informed of RPL opportunities:
At enrolment

Prior to training commencement
RPL Process

RPL assessment:

Students will be advised of the assessment methodology before training commences.
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9 Complaints & Appeals

9.1 Complaints
Complaints

All stakeholders have the right to make a formal complaint regarding any systems or
processes provided by Calibre Pty Ltd. Should stakeholders feel that they have a genuine
complaint with regard to our service we expect that they will communicate this to us to
assist us in improving our processes, systems and customer service standards. They
may wish to lodge your complaint in writing or verbally. Written complaints must be
submitted in writing using the complaints and appeals form.

All complaints must be directed to the administration office of Calibre Pty Ltd.
Stakeholders will be asked to provide full details of the complaint including their name,
address and contact numbers so that Calibre Pty Ltd may make contact should further
clarification be required. It should be noted that all personal details including name and
contact details will remain confidential.

The details of the complaint will be passed on to management for their consideration and
arbitration. In deliberating the complaint, all relevant legislation and regulation will be
accessed and given due consideration and discussions minuted. In all cases, the
stakeholder will be fully advised of the outcome in writing.

Where the complainant is dissatisfied with the decision of management, they will be
invited to meet with management to further discuss the issues and negotiate to reach a
mutually acceptable outcome. At this time all discussions from these meetings will be
minuted and stakeholders will be informed of the outcome in writing.

In cases where stakeholders may still feel that the complaint has not been dealt with
appropriately, Calibre Pty Ltd will advise of other alternatives to satisfy the issues (e.g.
contact with regulators).

9.2 Appeals Against Academic Results

If participants believe that they have received an unfair assessment result, they have the
right to appeal to Calibre Pty Ltd against this result.

In the first instance, participants must approach their assessor to ascertain the
circumstances of the assessment and why they believe that the result is incorrect. The
assessor will document these discussions for the records of Calibre Pty Ltd on the
assessment tools. Where the assessor believes that the assessment result is not
reflective of the participant’s level of competence, they will be given a further opportunity
for assessment.

Where the assessor believes that the assessment decision was correct, the participant will
be required to lodge a formal written appeal using the complaints and appeals form
available from the administration of Calibre Pty Ltd. This must be completed within a
reasonable time after receiving the result of the assessment.

Within 7 days of receiving the appeal, management of Calibre Pty Ltd will negotiate with
the participant to arrange a formal hearing where they will be given the opportunity to
present evidence and a case as to why they believe the assessment result to be incorrect.

Within 7 days of the hearing, the participant will be formally advised of the outcome.
The information contained in this notification will clearly document:

The names of the appeal panel

The reasons for the appeal

The outcome of the panel’s deliberations
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The reasons for the decision

In cases where the participant may still feel that his/her appeal has not been dealt with
appropriately, Calibre Pty Ltd will advise of other alternatives to satisfy their issues (e.g.
contact with regulators).

10 Disciplinary Procedures

10.1 Discipline Policy

Students at all times must maintain appropriate behaviour and follow CALIBRE PTY LTD
rules. Penalties for breaches of rules or unsuitable or disruptive behaviour will be imposed
depending on the nature and severity of the breach. In the case of minor breaches, a
warning will be given and penalties imposed for subsequent breaches. In the case of
maijor or repeated breaches, penalties may be imposed immediately and the student may
be requested to leave the course, by either the instructor or the Director.

All disciplinary matters will be handled by the Director.

10.2 Rules & Regulations

The following apply to all persons, staff and students:

= An individual’s property is to be respected and not interfered with without prior
consent. Look after your own possessions, CALIBRE PTY LTD accepts no
responsibility for personal property lost or stolen at training sessions.

= Nobody has the right to interfere with another’s ability to learn through disruption of
classes or harassment of any kind.

= No aggressive physical contact or verbal abuse is to occur between any persons.
= Smoking is not permitted inside training facilities.

= Drinking alcohol is not permitted inside training facilities.

= Eating or drinking is not permitted in any space other than the designated areas.
= Clothing and behaviour should be appropriate and not cause offence to anyone.
= Mobile phones are to be turned off during classes and in study areas.

& Credit Transfer

11.1 Definitions

Recognition of Prior Learning (RPL)

An assessment process that assesses an individual’s prior learning (formal, non-formal or
informal) to determine the extent to which that individual meets the requirements of a unit
of competency or training product.

Credit Transfer (CT)
A process that provides students with credit outcomes for components of a qualification
based on identified equivalence in content and learning outcomes between matched
qualifications or units of competency.

11.2 Recognised Prior Learning (RPL)

Students seeking RPL must:

e Complete an RPL Application Form.

o Provide evidence of prior skills, knowledge and experience.
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o Participate in interviews, challenge tests, practical demonstrations or other
assessment activities as required.

Evidence Requirements
Evidence submitted for RPL may include:
e Employment records
e Third-party reports
e Work samples
o Position descriptions
e Professional development records
e Licences and regulatory documentation
e Statements of attainment or qualifications
e Demonstrations of practical skills

e Structured competency conversations

All evidence must meet the Rules of Evidence:

e Valid

o Sufficient
e Authentic
e Current

Assessment of RPL
o RPL assessments are conducted by qualified assessors.

e Assessors determine competence against the requirements of the relevant unit(s)
of competency.

e Assessment decisions are made in accordance with the RTO’s assessment
system.

e Where gaps are identified, gap training and reassessment may be offered.

All application must be completed and submitted for RPL assessment within 3 months of
enrolment to ensure competencies match current training packages.

11.3 Access to Credit Transfer

The RTO offers all students the opportunity to apply for Credit Transfer at enrolment or
prior to commencement. Provides information on how to apply and required
documentation.

Evidence Requirements for Credit Transfer

Credit Transfer is granted where a student provides:
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e AQF certification documentation, or
¢ An authenticated VET transcript

The RTO verifies:

The unit code and title match exactly, or the unit has been deemed equivalent as
published on training.gov.au

Credit Transfer will not be granted where licensing or regulatory requirements prevent
acceptance of the prior qualification.

o Assessment of Credit Transfer Applications

¢ Administrative staff verify documentation authenticity.

¢ Academic or compliance staff confirm equivalence.

e No further assessment is conducted where equivalence is confirmed.

Documentation of Credit Transfer Decisions
The RTO ensures that:

Credit Transfer decisions are recorded in the student management system.
Copies of certification documentation are retained on the student file.

The student is formally notified of the outcome.

The student’s training plan is adjusted accordingly.

Credit Transfer decisions must be fair, transparent and consistently applied.
Fees
RPL fees are published and disclosed prior to enrolment.

Credit Transfer is not charged where it relates to units of competency previously
completed and verified.

12 Human and Physical Resources

12.1 Human Resources

CALIBRE PTY LTD is committed to a high standard of training through high quality

trainers with:

= athorough knowledge of their subjects through formal study and practical on-the-job
learning;

= extensive experience in industry in their field; and

= appropriate qualifications in training and assessment.

Trainers keep current with industry developments through release to industry and
participation in industry training programs. In addition they participate in an ongoing basis
in training to enhance their training and assessment skills.

12.2 Physical Resources

Students have access to or provision of necessary facilities/materials/equipment. These
include:

1. Training Room Facilities:

= adequate ventilation, heating/cooling to maintain a temperature at which people can
work for sustained periods;

= provision of comfortable chairs, designed for use over a sustained period;

= adequate lighting for normal viewing, writing and reading but avoidance of glare,
brightness and competing visual stimuli;

= tables that are suitable for writing and which do not cramp students for space;
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clear sight and hearing from all points and to the point of presentation;

audio visual equipment that is not intrusive;

strategically placed power points;

clearly accessible amenities such as toilets;

rooms located away from external noise of any kind likely to disturb proceedings;
pleasing overall aesthetics; and

shape and size of the room(s) and the type of furniture conducive to varied layouts.

2. Reference Materials
3.

Refreshment Facilities

13 Procedure for Issuing Certificates

The student will be issued with a certificate on completion. If the student completes only
one or more Units but not a complete qualification, a Statement of Attainment will be
issued. A Statement of Attendance may be issued where appropriate.

Before certification is issued the instructor verifies competency has been properly
assessed, all tasks completed, and administration verifies all fees paid. Once all is in
order, the certification is issued. Students who have not paid their fees in full will receive
their certification once the account is settled in full. In this instance the certification will be
held on the students file reading to be issued.

When a student has completed their course and a certificate has been issued, the
student’s file is filed as per the student records policy. Issuance oof certificate will be
within 28 days of completion

14 Legislation

CALIBRE PTY LTD identifies and complies with relevant State or Territory laws including
Commonwealth or State legislation:

- Work Health and Safety Act 2011

- Workers’ Compensation and Rehabilitation Act 2003

- Anti-Discrimination Act 1991

- Equal Employment Opportunity 1987

- Vocational Education, Training and Employment Act 2000

- Building Fire Safety Regulations 2008

- Occupational licensing requirements

- Security Providers Act

- QLD Weapons Act

- Relevant local council regulations (e.g. physical access, hours of operation)
- Apprenticeship and traineeship requirements where appropriate.

The various acts are held on site and are accessible on the Internet at
www.leqislation.qld.gov.au or at the Australian Legal Information Institute web site:
www.austlii.edu.au. Staff and students should keep aware of the above requirements
through such means as orientation, staff and student meetings, handbooks, bulletins and
noticeboards.

15 Privacy Polic

15.1 1. Purpose

This Privacy Policy outlines how Calibre Pty Ltd collects, manages, uses, discloses, stores and
protects personal information in accordance with:

The Privacy Act 1988 (Cth)
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The Australian Privacy Principles (APPs)
The National Vocational Education and Training Regulator Act 2011 (NVR Act)
Relevant ASQA Standards 2025 (Outcome Standards)

The purpose of this policy is to:

Ensure transparency in how personal information is handled

Inform students, staff, and stakeholders of their rights

Demonstrate compliance with regulatory and legislative requirements
Support audit readiness and continuous improvement

This aligns with ASQA’s intent to clearly communicate personal information handling practices
and enhance transparency.
15.2 2. Scope

This policy applies to:

All students (past, current, prospective)

Staff, contractors, and third parties

Employers and partner organisations

Any individual whose personal information is collected by the RTO
15.3 3. Definitions

3.1 Personal Information

Calibre Pty Ltd, as a leading security provider, understands the importance of maintaining the
privacy of personal information

Examples include:

Name, address, email, phone number
Date of birth, USI, and identification documents

3.2 Sensitive Information
Includes but is not limited to:

Health information

Criminal history (relevant to licensing/security courses)
Cultural or ethnic background

Biometric or identification data

Sensitive information is only collected with consent or where authorised by law, consistent with
the Privacy Act .

15.4 4. Collection of Personal Information
4.1 Types of Information Collected

Calibre Pty Ltd shall only collect personal information that is necessary to carry out its business
activities. Information shall be collected in a legal and just method and shall not, where
reasonably possible, be intrusive. If practical, personal information shall be collected from
individuals through enrolment into course/qualifications. When collecting Personal Information,
Calibre Pty Ltd shall take reasonable steps to inform students about our identity, the purpose of
collection and their rights to access Personal Information held by this organisation

Student enrolment details
USI and AVETMISS data
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Assessment outcomes and competency records
Payment and financial information

Identification (for licensing or regulated training)
Support needs (LLN, disability support)

4.2 Method of Collection
Information is collected:

Directly from individuals (enrolment forms, online systems, interviews)

From third parties (employers, government agencies) where authorised

Through digital platforms (LMS, website, enrolment portals)

15.5 5. Use and Disclosure of Personal Information

5.1 Calibre Pty Ltd shall only use or disclose information for the primary purpose it was
collected. Calibre Pty Ltd shall not use or disclose information for a secondary purpose unless
the individual has consented in writing to the use or disclosure

Personal information is used for:

Enrolment and training delivery
Assessment and certification

Compliance with ASQA and funding bodies
Student support and administration

5.2 Disclosure
Information may be disclosed to:

National Centre for Vocational Education Research (NCVER) (AVETMISS reporting)
ASQA and other regulators

Government agencies (e.g., Department of Employment, State Training Authorities)
Employers (where consent is provided)

Third-party service providers (e.g., LMS platforms, payment processors)

Disclosure occurs only where:

Consent is obtained; or
Required or authorised by law
15.6 6. Data Quality

The RTO takes reasonable steps to ensure personal information is:

Accurate
Complete
Up-to-date

This includes:

Verification at enrolment

Periodic updates

Student access to review records
15.7 7. Data Security

Calibre Pty Ltd shall take reasonable steps to ensure personal information is safe from misuse,
loss, and unauthorised access, alteration or disclosure. Information shall be destroyed or
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identifiers removed when it is no longer needed for either the primary or approved secondary
purpose.

The RTO implements safeguards to protect personal information against:

Misuse
Loss
Unauthorised access or disclosure

Measures include:

Secure digital systems and password controls
Restricted staff access

Secure storage of physical records

Data encryption where applicable

This aligns with ASQA expectations for secure handling and disposal.
15.8 8. Access and Correction
8.1 Access

If requested, Calibre Pty Ltd shall give individuals access to and correction of their personal
information held by this organisation. A copy of the policy and accompanying information will be
available for perusal. When requesting access to personal information, individuals shall:

Formally in writing, request to access their personal information
Provide two (2) acceptable forms to prove their identity

Advise in what format they require the information

Provide data storage, if necessary

Pay any reasonable associated fees

Allow 15 working days for processing (i.e. 3 weeks)

Calibre Pty Ltd may choose to charge for access to and copy of personal information.
Should fees apply, they shall not be excessive, nor shall they apply to lodging a request and
students are to be advised of the costs prior to arrangements for access being commenced.

Individuals may request corrections if information is:

Inaccurate
Incomplete
Outdated

The RTO will take reasonable steps to correct records promptly.
15.9 9. Complaints

If an individual believes their privacy has been breached:

Submit a complaint in writing to the RTO course@securityinstitute.org

The RTO will investigate and respond within 30 days

If unresolved, the complaint may be escalated to the Office of the Australian Information
Commissioner (OAIC)

Good Luck
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