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Legislation Information for Staff & Students
The AQTF standards require the Technical Advanced Training to provide information to staff and clients about legislation that affects their activities and participation.

Workplace Harassment, Victimisation and Equal Employment Opportunity

· Commonwealth Racial Discrimination Act 1975

· Commonwealth Sex Discrimination Act 1984

· Commonwealth Disability Discrimination Act 1992

· Commonwealth Racial Hatred Act 1995

· Victorian Equal Opportunity Act 1995

Technical Advanced Training aims to remove barriers and to open up developmental opportunities for all students by creating a workplace and training environment that are free from discrimination, harassment, bigotry, prejudice, racism and offensive behaviour.

All students will receive fair and equitable treatment in all aspects of training and employment without regard to political affiliation, race, colour, religion, national origin, sex, marital status or physical disability.

OH&S

All employees have the responsibility to:

· Adhere to safe work practices, instructions and rules;

· Immediately report any unsafe work condition or equipment to management;

· Not misuse, damage, refuse to use, or interfere with anything provided in the interest of occupational health and safety;

· Perform all work duties in a manner which ensures individual health and safety and that of all other employees;

· Encourage fellow employees to create and maintain a safe and healthy work environment;

· Co-operate with all other employees to enable the health and safety responsibilities of all employees be achieved.
Technical Advanced Training is committed to providing a safe and healthy work environment for all students / trainees.  Its policy is to make every reasonable effort to prevent accidents, protect trainees from injury and promote the health, safety and welfare of all trainees.

Apprenticeship and Traineeships

The following Code of Good Practice has been developed to assist both parties entering into a Training Contract with a clear understanding of each other’s obligations and expectations.

A copy of this Code should be retained by the employer and the New Apprentice.

Both Parties

· Both parties understand that there is a formal agreement to train the New Apprentice known as the Training Contract, that sets out the legal obligations binding on the employer and the New Apprentice.

· Both parties enter into the employment and training arrangement with a commitment to mutual respect, honesty and fairness.

· Both parties agree to determine the qualification and the competencies that the New Apprentice is working to attain.

· Both parties have a clear understanding of their contractual obligations including the duration of the Training Contract. 

· Both parties are clear about available dispute resolution avenues and understand what is required to terminate the Contract.

The Employer will:

· Meet legal obligations.  

This involves:

· conforming with relevant Commonwealth and State/Territory legislation, including that relating to New Apprenticeship arrangements.

· Provide a safe working environment.  

This involves:

· providing a safe workplace, free from workplace, verbal, physical, racial and sexual abuse ensuring that all occupational health and safety requirements are addressed; 

· providing an appropriate introduction to the workplace, stressing those core occupational health and safety requirements essential to workplace safety.

· Support structured training.   

This involves:

· providing opportunities to develop knowledge and skills, lodging Training Contract documentation with the relevant authorities;

· selecting a Registered Training Organisation to enrol the New Apprentice with, within the timeframe determined by your State/Territory Training Authority, 

· participating in the development of the training plan;

· providing facilities and expertise to assist in the training of the New Apprentice in the agreed qualification (this may include on-the-job training, supervision from competent people, mentoring, or time off for off-the-job training);

· ensuring that a record of training is maintained;

· ensuring that the relevant authorities are notified on the completion of the Training Contract, or advising them in instances where the Training Contract is in danger of not being completed.

· Provide supervision and support

This involves:

· providing the New Apprentice with a nominated workplace supervisor and could involve a coaching or mentoring arrangement, especially for New Apprentices with little experience of work;

· being mindful that New Apprentices under the age of 18 are minors, and that their parents or guardians have legal responsibility for them.

· Advise New Apprentices of their rights and responsibilities

This involves:

· ensuring that New Apprentices are encouraged to raise issues and problems both in the workplace and with the Registered Training Organisation;

· advising them of entitlements, such as wages, conditions etc;

· ensuring that the New Apprentice is aware that help and assistance is also available from the relevant State/Territory Training Authority;

· providing comprehensive induction processes for commencing New Apprentices to ensure that they are aware, from the time of commencement, of the proposed training program, workplace safety requirements and their rights and responsibilities.

The New Apprentice will:

· Be aware of and make a commitment to fulfil work responsibilities

This involves:

· attending and performing work in a professional and courteous manner in accordance with the employer’s requirements;
· taking care of workplace property and resources;
· respecting the rights of other New Apprentices and employees in the workplace;
· remembering that information obtained from the employer must be kept confidential and not disclosed without approval from the employer;
· obtaining consent from a parent or guardian, if you are less than 18 years of age.

· Be aware of and make a commitment to fulfil training responsibilities

This involves:

· making all reasonable efforts to achieve the competencies specified in the training plan and undertaking any training and assessment required;
· participating in the development of the training plan;
· attending training sessions or supervised workplace activities and taking advantage of learning opportunities;
· maintaining a record of training such as a training record book.

Vocational Education and Training

Technical Advanced Training as a Registered Training Organisation will comply with the following:

· The AQTF Standards for Registered Training Organisations

· Privacy of trainee information

· Comply with all requirements of any Performance Agreements it has with Government Departments or bodies

· Only issue Certificates and Statements of Attainment for qualifications listed on its Scope of Registration

· Maintain a student management recording and reporting system

· Maintain its registration

· Marketing and advertising material is accurate and ethical.

Privacy

Technical Advanced Training will follow the ten national privacy principles in the handling of personal information of trainees / employees.

1. Collection - The organisation will collect only the information necessary for one or more of its functions.   The individual will be told the purposes for which the information is collected.

2. Use and disclosure - Personal information will not be used or disclosed for a secondary purpose unless the individual has consented or a prescribed exception applies.

3. Data quality - The organisation will take all reasonable steps to make sure that the personal information it collects, uses or discloses is accurate, complete and up to date.

4. Data Security - The organisation will take all reasonable steps to protect the personal information it holds from misuse and loss and from unauthorised access, modification or disclosure.

5. Openness - The organisation will document how they manage personal information and when asked by an individual, will explain the information it holds, for what purpose and how it collects, holds, uses and discloses the information.

6. Access and correction - The individual will be given access to the information held except to the extent that prescribed exceptions apply.   The organisation will correct and up date information errors described by the individual.

7. Unique Identifiers - Commonwealth Government identifiers (Medicare number or tax file number) will only be used for the purposes for which they were issued. The organisation will not assign unique identifiers except where it is necessary to carry out its functions efficiently.

8. Anonymity - Wherever possible, the organisations will provide the opportunity for the individual to interact with them without identifying themselves.

9. Transborder Data Flows - The individual's privacy protections apply to the transfer of personal information out of Australia.

10. Sensitive Information - The organisation will seek the consent of the individual when collecting sensitive information about the individual such as health information, or information about the individual's racial or ethnic background, or criminal record.
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