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1. Welcome to VET at Australind Senior High School

Welcome to Vocational Education and Training (VET) at Australind Senior High School.

As a Registered Training Organisation (RTO 50533), ASHS delivers nationally recognised
Certificate Il qualifications in a range of industry areas.

Your VET course is designed to give you real workplace skills in a supportive school
environment. Training takes place in simulated workplaces, such as engineering workshops,
and digital technology labs. These spaces are set up to look and operate like real industry
environments.

Instead of exams, you will complete practical tasks and written activities that show your
skills and knowledge. Your trainer will explain each assessment clearly and support you
along the way.

Your assessment outcomes are:
Competent (C) — You have shown all required skills and knowledge.
Not Yet Competent (NYC) — You need more practice, more time, or another attempt.

We want you to succeed, and you will be supported throughout your course by your
Trainer/Assessor and the VET Coordinator.

2. Courses Offered at ASHS
ASHS delivers the following Certificate Il qualifications onsite:
e |CT20120 Certificate Il in Applied Digital Technologies
e MEM20422 Certificate Il in Engineering Pathways
e BSB20120 Certificate Il in Workplace Skills
Additional Certificate Il programs are delivered under auspicing partnerships:
e IVET (RTO 40548)
o CHC22015 Certificate Il in Community Services
o SIS20321 Certificate Il in Sport Coaching
e COSAMP (RTO 41549)
o CUA20620 Certificate Il in Music Industry

Although these qualifications are auspiced, you will still complete the training and
assessment right here at school with ASHS trainers.
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3. Unique Student Identifier (USI)

All students completing a VET qualification must have a Unique Student Identifier (USI). This
is a national requirement.

Your USI:

links all your VET results from different training providers
allows you to view your transcript online

is required for ASHS RTO to issue your certificate

With your permission, ASHS can verify or create your USI as part of the enrolment process.
You will only need one USI for all VET courses you do, now and in the future.

4. Entry Requirements & Suitability

ASHS follows the Enrolment Policy to ensure each course is a good match for you and that
you have the support you need to succeed.

To enter a Certificate Il course, students should:

e meet course suitability requirements

e show interest, motivation and willingness to learn

e maintain good attendance and positive behaviour

e have a C grade or better in English and Mathematics, or show similar capability
e complete any pre-enrolment tasks, interviews, or course counselling if required

As part of the enrolment process, we look at your learning needs, interests and goals to
make sure the course is appropriate for you. If you need support to participate in the course,
we will work with you to arrange it.

5. Dress Code & PPE

All students must follow the ASHS uniform policy and wear any required Personal Protective
Equipment (PPE) for their specific VET course.

Depending on your course, PPE may include:

e steel-capped boot

e safety glasses

e hair tied back

e gloves or other specialised equipment

Your Trainer will let you know exactly what is required and when you must wear it. Wearing
PPE helps keep you and others safe and is an important part of working in a real industry
environment.
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6. Course Duration & Study Requirements

VET courses at ASHS run for 37 weeks across the school year, with around 8.5 hours of
training each week.

e Year 11 students complete the full program over four terms.
e Year 12 students may finish earlier but can still access Term 4 time if they need to
complete assessments.

Training is delivered in a simulated workplace, which means you will be expected to:

e behave professionally

o follow safety rules and workplace procedures
e communicate respectfully

e complete tasks to industry standards

Extra support or additional time may be offered if you need it to meet the course
requirements.

7. Understanding Assessment

All assessments at ASHS follow the RTO’s Assessment Policy and the national rules for
competency-based training.

Your assessments are designed to show what you can do, not how well you memorise

information. Your trainer will explain each task clearly and give you plenty of chances to ask

questions.

You may be asked to complete:

e practical demonstrations (showing your skills hands-on)

e observations during real or simulated workplace tasks

e written questions

e projects or portfolios

e logbooks

e photos or videos (only when needed for assessment evidence)

Assessment expectations:

To be assessed fairly, you must:

e submit your own work

o follow instructions and safety rules

o complete all parts of each task

e demonstrate the required level of skill and knowledge
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If you don’t meet a requirement the first time, you may need:

e extra practice

e moretime

e another attempt

e support from your trainer

How we ensure assessments are fair
To make sure every student is assessed fairly and consistently, ASHS RTO uses:

e pre-use assessment review (checking tasks before students use them)

e assessment system validation (reviewing assessment processes after delivery)
e moderation

e continuous improvement practices

These processes help ensure that assessment decisions are accurate, consistent and meet
TAC WA requirements.

8. RPL and Credit Transfer

You may not always need to repeat learning you’ve already completed.

Recognition of Prior Learning (RPL)

If you already have skills or experience from work, volunteering, hobbies, or previous study,
you may be able to show evidence and gain recognition without doing all training activities.

Your trainer or the VET Coordinator can explain what evidence is needed and whether RPL is
suitable for you.

Credit Transfer
If you have completed a unit of competency with another RTO, ASHS must recognise it.
To receive Credit Transfer, provide either:

e a Statement of Attainment, or
e your USl transcript

Credit Transfer reduces your workload and avoids repeating units you have already
achieved.

9. Withdrawal, Refunds & Course Changes

Sometimes course changes happen. These are handled fairly and with clear communication.
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If the school cancels a course

This may occur due to low numbers, trainer availability, or other requirements.
If this happens, ASHS will:

o offer another suitable VET course
e issue a Statement of Attainment for any completed units
o refund unused resource fees (if applicable)

If you choose to withdraw

You need to complete a Course Change form through the school office.
Your VET Coordinator can help you understand the impact on your timetable or WACE
progress.

10. Appeals & Complaints

Sometimes issues or misunderstandings happen. If you have a concern, we are here to help
resolve it respectfully and quickly.
This section follows the Feedback, Complaints and Appeals Policy.

Complaints
You can make a complaint if you feel unhappy about:

e how you were treated

e something that happened in class

e assessment processes

e equipment, safety, or any part of the course
e another student or staff member’s behaviour

Appeals
You can appeal an assessment decision if you believe it was unfair or incorrect.
What to do:

e Speak with your trainer first — most issues are resolved here.

e [f unresolved, complete a Complaints and Appeals Form (available from the VET
Coordinator).

e You will receive a response within 2 working days.

e ASHS will resolve the matter within 30 days, or update you in writing if more time is
needed.

e [f still unresolved, an independent reviewer will be arranged.

Everything is handled privately, fairly and without judgement.
All complaints and appeals are recorded in the RTO Complaints Register.
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11. Attendance & Student Conduct

To succeed in your VET course, regular attendance and positive behaviour are essential.

Because your training is delivered in simulated workplace environments, you must act safely

and professionally, and maintain a high level of attendance.

You are expected to:

e attend all training sessions

e complete practical activities

e meet deadlines

e follow workplace behaviour expectations

e communicate respectfully

Consistent behaviour helps keep everyone safe and allows you to fully participate in your

training.

12. Student Support, Wellbeing & Inclusion

At ASHS, your wellbeing matters just as much as your learning. We know that life can

sometimes be challenging, and the Student Wellbeing Team is here to support you

throughout your VET journey.

The team helps students with day-to-day concerns and works to create a positive, respectful

school environment where everyone feels safe and valued. They can assist with things like

friendships, stress, motivation, mental health, attendance, and managing your school

workload.

How the Wellbeing Team Supports You

The team offers a range of services to help you stay on track with both your learning and

personal wellbeing, including:

e friendly conversations when you need someone to talk to
e strategies to manage stress, anxiety or study pressures

e restorative meetings to help resolve conflicts
e communication and relationship support

e guidance when you're feeling unsure, overwhelmed, or struggling
e links to external youth or mental health services if needed

Their goal is to help you develop skills such as resilience, confidence, self-management and

problem-solving—skills that will help you in school, work and life.

How to Access Support

If you need help with anything, (e.g. social, emotional or personal) you can:
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e visit the attendance window at break times and ask to see a Student Support Officer,
or
e askyour Trainer to submit a wellbeing referral on your behalf.

Reaching out for support is normal, encouraged, and won’t affect your grades or your place
in the course.

External Support Services

If you need extra help beyond what the school can offer, these trusted services can support
you:

o Lifeline: 131114

e Youth Focus: 6266 4333

e Headspace Bunbury: 6164 0680
e Kids Helpline: 1800 55 1800

These organisations offer support for mental health, crisis situations, counselling and youth
wellbeing.

Your Rights

As a student, you have the right to:

o feel safe, respected and included

¢ access wellbeing support without judgement

e be free from bullying, discrimination or harassment

e have your information handled sensitively and confidentially

Your Responsibilities

e Speak up early if you are struggling.

e Treat others with respect and kindness.

o Engage positively in support processes offered to you.
o Take steps to look after your own wellbeing.

We are here to support you. Asking for help is a sign of strength, and we encourage you to
reach out whenever you need it.

13. Reasonable Adjustments

Reasonable adjustments are changes made to the way training or assessment is delivered so
that all students can take part and show their skills. These adjustments must follow the
Disability Standards for Education (2005) and help ensure students are not disadvantaged.

Adjustments are available for students with disability, including:
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physical, cognitive or sensory disability
learning difficulties

mental health conditions

long-term or short-term health conditions
temporary injuries

hidden or undiagnosed disability

If something is affecting your ability to learn or complete assessments, talk to your
trainer or the VET Coordinator so we can help.

Examples of reasonable adjustments include:

extra time

rest breaks

answering questions verbally

use of assistive technology

modified learning materials

completing tasks in a quieter space
temporary changes due to injury or illness

Adjustments must still allow you to demonstrate the required skills to industry standards—
they cannot change what is being assessed.

14. Language, Literacy, Numeracy & Digital (LLND)

As part of the enrolment process, all students complete a short LLND check.
This is not a pass-or-fail test. It helps us understand:

how you learn

your strengths

the support you may need

whether any adjustments will help you succeed

We use LLND results to:

plan suitable learning support

ensure assessments are accessible

guide your trainer in supporting you
make sure the course is a good fit for you

What this means for you

Your results help us understand how to best support your learning—not to exclude you
from anything. If you need extra help with reading, writing, numeracy or digital skills, ASHS

can provide:

e LLND support during class
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e step-by-step guidance
e more time or oral questioning
e simpler versions of learning materials

o referrals to specialist services if required

Our goal is to make sure you feel confident and supported throughout your training.

15. Access, Equity & Inclusion

ASHS is committed to providing a learning environment that is safe, welcoming and inclusive

for everyone.

We do not tolerate any form of:

e discrimination
¢ bullying or harassment

e racism
e sexism
e ableism

¢ harassment based on LGBTIQ+ identity
e cultural disrespect

Your rights

You have the

right to:

be treated fairly and respectfully

learn in an inclusive and culturally safe environment
access wellbeing or learning support

receive reasonable adjustments

have your personal information handled sensitively

If something doesn’t feel right

If you ever experience discrimination or harassment, please speak to:

your Trainer

the VET Coordinator

a Student Support Officer

a member of the Wellbeing Team

We take all concerns seriously and will support you through the process.

16. Workplace Health & Safety (WHS)

Your VET training often takes place in simulated workplaces such as workshops or

technology labs. These areas operate with real industry expectations, equipment and safety

standards.
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To keep yourself and others safe, you must:

o follow all safety instructions from your trainer

e wear the required PPE at all times

e maintain a clean and safe workspace

e report hazards, incidents or injuries straight away

e only use machinery or equipment under supervision
e follow emergency and evacuation procedures

If a student repeatedly ignores safety rules, they may be removed from practical training
until a safety review is completed. Safety comes first at all times.

17. Privacy & Data Collection (Standard 4.2)

ASHS RTO collects some personal information so we can enrol you, support your learning,
and issue your qualification. We also need this information for government reporting and
audit requirements. We collect your information to:

e manage your enrolment

e verify or create your USI

e meet government reporting requirements
e issue certificates and statements

e support your learning and wellbeing

Your information may be shared only with authorised bodies, such as:

e National Centre for Vocational Education Research (NCVER)
e WA Department of Training & Workforce Development

e TAC WA (for audit purposes)

e Auspicing partners (such as IVET or COSAMP)

e Department of Education systems used by the school

Your information is protected under:

e Privacy Act 1988
e NVETR Act 2011
e ASHS privacy policies

We will never share your information without consent unless it is required by law.
18. Surveys & Feedback

Your feedback helps us improve our VET programs.

Throughout your course, you may be asked to complete:

e ASHS RTO internal surveys and review forms
e the National Learner Questionnaire when your course finishes
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NCVER or government VET surveys

Participation is optional, but your feedback is extremely helpful in improving the course and

the experience for future students.

19. Student Code of Conduct

As a VET student, you are expected to behave safely, respectfully and professionally, just as

you would in a workplace. Students must:

show respect to staff and peers

participate positively in training and assessment

behave professionally in simulated workplace settings
follow all safety instructions

wear the required PPE

complete all tasks honestly and avoid plagiarism or cheating
use equipment carefully and responsibly

work respectfully with others

arrive on time and attend regularly

The Code of Conduct applies:

in class

during practical activities

online and digital activities

on work placements or excursions
at any activity representing the RTO

If behaviour becomes unsafe or inappropriate, consequences may apply and you may be

temporarily removed from training until a meeting is held.

20. Student Rights
As a VET student at ASHS, you have the right to:

be treated with fairness and respect

learn without discrimination or harassment
feel safe, supported and included

receive clear information about your course
access your own records and results

ask for help or support when needed
appeal an assessment decision

reasonable adjustments where appropriate
privacy and confidentiality

If something is affecting your learning or wellbeing, please talk to your Trainer or the VET

Coordinator early, they are here to help. Your voice matters — concerns or feedback

should be raised early.
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21. VET Induction Checklist

At the start of your course, your Trainer or the VET Coordinator will go through an induction

so you clearly understand:
About the Course

e Qualification code & name

e Packaging rules (core & electives)

e Course duration & delivery schedule

e Equipment/materials you must provide

About Training & Assessment

e What competency-based training is
e How you will be assessed
Assessment conditions and formats
Reassessment opportunities
Reasonable adjustments

RPL & Credit Transfer

Academic integrity

WHS in your simulated workplace

About Rights & Support

¢ Student rights and responsibilities
¢ Complaints & appeals process
Access to your records

Student Wellbeing support

e LLND testing and supports available
e VET Coordinator role and location

You will sign an Induction Form confirming these topics were explained.

22. Pathways After Your Course

Completing a Certificate Il may lead to:

¢ employment pathways

¢ traineeships or apprenticeships
e higher-level VET qualifications
e TAFE entry

e senior school pathways

e industry placements

If you do not complete the entire qualification, you will receive a Statement of Attainment
for the units you achieved. This is nationally recognised and can be used to complete the

qualification later with any RTO.
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23. Certification, Results and Issuing of Documents

When you are assessed as competent in all required units, ASHS RTO will issue your:

e Certificate Il qualification, and
e Record of Results

These documents are issued within 30 days of your final competency being confirmed and
your USI being verified.

Statement of Attainment

If you complete some but not all units, you will receive a Statement of Attainment for the
units you achieved.
You can use this to continue the qualification later.

If You Are Not Yet Competent

Your trainer will give you feedback and provide opportunities for reassessment.

Replacement Certificates

If your certificate becomes lost or damaged, you can request a replacement through the VET
Coordinator.
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RTO Student Induction Form

(You will be provided with a copy of this form to complete and sign after attending the VET induction)
I acknowledge that:

1. I have received and understand the ASHS RTO Student Handbook (2026).

2. | attended the VET Induction presentation, and the following topics were explained:

Topic Discussed v/

Welcome & about ASHS RTO 50533

What VET is and how a qualification works

Attendance, commitment and professional behaviour

Dress code & PPE requirements

Safety in workshop and labs

Assessment overview

Feedback & reassessment

RPL & Credit transfer

Withdrawals, refunds and course changes
Wellbeing, support and inclusion

Reasonable adjustments

Language, Literacy, Numeracy & Digital (LLND)
Access, equity and inclusion

Complaints & appeals

Privacy & information use

Surveys & student feedback

Code of conduct

Student rights

Pathways after Certificate Il

Certificates & results

3. | agree to follow all ASHS RTO policies and procedures.

4. | understand how to access support if needed.

5. l understand that a USI is required for ASHS RTO to issue my qualification or Statement
of Attainment.

Student Declaration: | confirm that | have received the 2026 Student Handbook, attended
the VET Induction, and understand the information provided. | agree to meet the
expectations of being a VET student at ASHS RTO 50533.

Student Name Student Signature Date

Trainer / VET Coordinator: | confirm that the student has received the Student Handbook,
attended the VET Induction, and has had all key information explained.

RTO Representative name Signature Date
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