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As a Registered Training Organisation (RTO), MPGTC Pty Ltd operates within the VET Quality Framework and standards for Registered Training Organisations.

The information contained in this handbook outlines our commitment to training and our policies for providing training and assessment services. It is important that you read this handbook prior to your first day of training.
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Introduction

Welcome to MPGTC.
Master Painters Group Training Company Pty Ltd (MPGTC) is a registered training organisation, RTO Code 90464, under the Australian Skills Quality Authority (ASQA). 
We comply and meet the standards of the VET Quality Framework and Standards for Registered Training Organisations (RTOs) 2015.  Our training and assessment meet the requirements of training packages and VET accredited courses.
MPGTC will advise you if any changes to legislative and regulatory requirements affect our services.  MPGTC holds a public liability insurance that covers our operations.  
The principles of natural justice and procedural fairness are incorporated at all levels of our operation. As an RTO, our course policies and procedures meet the requirements and stipulations of all Commonwealth, State, and/or Territory Legislation relevant to our scope of operation. MPGTC will advise you if any changes to legislative and regulatory requirements affect our services.  As an RTO, MPGTC Pty Ltd is committed to delivering fair, reasonable, and ethical dealings in all of our undertakings including:    
· Client information
· Confidentiality/Privacy
· Complaints and appeals
· Training standards
· Access and equity

Thank you for choosing to study with us and we wish you every success with your future learning and professional development.  Here are the details of the course you have chosen to study:

[bookmark: _Hlk174547909][bookmark: _Toc193278126]course details  
Unit Code and Title:
CPCWHS1001 - Prepare to work safely in the construction industry (Release 2) 

Application:
a) This unit of competency specifies the mandatory work health and safety training required prior to undertaking construction work. 
b) The unit requires the person to demonstrate personal awareness and knowledge of health and safety legislative requirements in order to work safely and prevent injury or harm to self and others. 
c) It covers identifying and orally reporting common construction hazards, understanding basic risk control measures, and identifying procedures for responding to potential incidents and emergencies.
d) It also covers correctly selecting and fitting common personal protective equipment (PPE) used for construction work.

Pre-requisite Unit:
Nil

Course Duration:
8 hours (1 day)   

Location (will be advised on enrolment):
WOTSO Workspace, Level 4, 17 Patrick Street, Blacktown NSW 2148
Unit 2, 1 Holbeche Road, Andell Park, NSW 2148
Level 7, 191-199, Thomas Street, Hay Market, NSW 2000


Minimum age for training participation:
14 years of age

Mode of delivery:
Face to face - Classroom   

Work placements arrangements:
Nil  

Unit Sector:
Construction

Regulator:
SafeWork NSW 

Approval from Safe Work NSW to deliver this unit:
MPGTC Pty Ltd Approval Number RTO800586

Recognition of prior learning (RPL)
Not available for this unit

Course details:
Anyone working in construction work is required to have ‘A White Card’ (or general construction induction card GIT).  

This course must be completed through a registered training organisation (RTO) and the RTO must have prior approval from Safe Work NSW to conduct CPCWHS1001 - Prepare to work safely in the construction industry (Release 2). 

MPGTC Pty Ltd is an RTO and we have prior approval from Safe Work NSW to conduct this training.

MPGTC training covers:

a) Work Health and Safety responsibilities (laws and guidelines of work safety)
b) Identifying and managing hazards and risks of construction work (Duty of care)
c) Responding to accidents and incidents (actions taken)
d) Safe Work Practices
e) Hazard Identification 
f) Personal Protective Equipment 
g) Review Effectiveness of Controls 
h) Common Workplace Signage
i) Workplace Emergencies 
j) First Aid Response
k) Fire Safety Equipment

All learning resources would be planned and formulated to meet the assessment criteria and learner access to these resources would be provided by MPGTC. 

Training is provided by qualified trainers who are responsive to learner needs and industry requirements.  We have the facilities, equipment and support services to enable learners to meet the requirements for this unit of competency. The amount of training we provide is consistent with the requirements of this unit.  

[bookmark: _Ref364282610]Our trainers have vocational competencies to the level being delivered and assessed, current industry skills directly relevant to the provided training and assessment and current knowledge and skills in vocational training and learning. 

The learner does not have to bring any resources other than their current identification documents e.g. driver’s license, passport, birth certificate, Medicare card etc.   

Examples of employment/working in construction work are:

a) Site managers, supervisors, surveyors, labourers and tradespeople
b) People who access operational construction zones (unaccompanied or not directly supervised by an inducted person)
c) Workers whose employment causes them to routinely enter operational construction zones
d) To visit and verify NSW white cards (or general construction induction cards)

[bookmark: _Toc193278127]Terms and Conditions of Registration
This document outlines important information regarding your course, the terms and conditions of your enrolment, your rights and responsibilities, and our obligations to you.
 
Please read the information carefully as it is a condition of enrolment that you have read, understood, and accepted this information. In enrolling with us, you are accepting the following terms and conditions, and you are also ensuring that the information you provide to MPGTC Pty Ltd is true and correct.

[bookmark: _Toc193278128]Student requirements
As a student of MPGTC Pty Ltd, you agree that you have:
· Identified all barriers to study, including any impairments, disability or language, literacy and numeracy (LLN) issues, which may hinder your studies

· A Unique Student Identifier (USI). If you have not already applied for your USI, you can work with us to apply for one

· Year 10 or equivalent level of reading, writing, and comprehension

· The ability to attend face to face training

· Willingness to receive correspondence via mail, email, phone and/or text message

· Willingness to respond to communication in a timely manner

· [bookmark: _Hlk165574613]Willingness to receive information on future courses or other training products with MPGTC Pty Ltd

[bookmark: _Toc193278129]Unique Student Identifier (USI)
All students undertaking nationally recognised training in Australia need to have a unique student identifier (USI).  MPGTC will verify your provided USI to us with the Registrar prior to your commencement of training.  
A USI is effectively a reference number made up of numbers and letters that will give you access to your USI account.
The USI will stay with you for life and will be recorded with any nationally recognised vocational education and training (VET) course that is undertaken. 
The USI will allow you to have easier and more reliable online access to your record of training history. 
You will also be able to produce a comprehensive transcript of your training. 
[bookmark: _Hlk165541747]This can be used when applying for a job, seeking a credit transfer, or demonstrating pre-requisites when undertaking further training. 
If you don’t already have a USI, access you can set one up: http://wwwFissuance.usi.gov.au
You could also activate permission for us (MPGTC) to directly view your USI transcript online in the USI Registry System. 

· You will be prompted to enter your USI when you log into MPGTC’s online learning. 

· You will be prompted every time you log in until your USI is entered into the system.

MPGTC will ensure security of Student Identifiers and all related documentation under our control, including information stored in our student management systems.
 
[bookmark: _Toc193278130]USI Exemption
If you are exempted from obtaining an USI under Student Identifiers Act 2014, MPGTC will advise you prior to your course enrolment or completion that your training results will not be accessible through the Commonwealth or be reflected on any authenticated VET transcript prepared by the registrar.  An exemption letter provided on official Student Identifiers Registrar letterhead, would be accepted by MPGTC.


[bookmark: _Toc193278131]quality in course training & assessment
[bookmark: _Toc193278132]Support Indicator - Language, Literacy and Numeracy (LLN) 

[bookmark: _Hlk165550915]As an RTO, MPGTC will ensure that potential students have the required language, literacy, and numeracy (LLN) to undertake the course they are enrolling into. 

Prior to the enrolment or commencement process, you will be asked self-assessment questions to help us determine your existing skills, knowledge, experience and suitability to your chosen course and if the training product is appropriate to meeting your needs. 

Your chosen course will have the code, title and currency as published on the National Register. 

Should you demonstrate the need for assistance, we will make detailed assessments of your support need. 

These assessments will help identify the appropriate methods, areas in need and suggestions for support. 

Before enrolment it is your responsibility to advise us if you feel you may require additional support in this area.  
Where possible, MPGTC will endeavour to support LLN needs.  
Where MPGTC deems a learner is unlikely to be able to complete training due to learners LLN skills, MPGTC will offer referral or support services to students upon request. 
Learner will be referred to their local TAFE NSW LLN support and/or info@literacyline.edu.au and/or the Reading Writing hotline on 1300 655 506 email enquires@readingwritinghotline.edu.au to assist them acquire the necessary LLN skills.  
It will then be the responsibility of the candidate to pursue these options.  
MPGTC also has strategies in place for trainers/assessors to follow regarding special needs and student welfare.

[bookmark: _Toc193278133]Successful Course Completion
Our courses are designed to cater to the individual needs of all individuals, irrespective of age, gender, cultural or ethical background, disability, sexuality, language skills, literacy or numeracy level, unemployment, imprisonment or remote location. 
Our courses meet training package requirements and enable you to reach competency in courses you are enrolled.  
[bookmark: _Hlk165553565]We would like you to be successful in your course, so before you enrol, please check to see if you meet the student requirements as stated in Section 2.2.
If you need help or information in meeting the above requirements, please email notify us BEFORE you enrol. 
It is your responsibility to notify us of any potential barriers at enrolment (or during your course) to allow us to provide for adequate support throughout the course. 
By enrolling, without identifying any barriers to MPGTC, you are confirming to MPGTC you are able to fully commit to your studies. 
MPGTC do not guarantee that you will successfully complete your chosen training course or you will obtain an employment outcome upon completion of the course. 
MPGTC also do not guarantee that you can successfully complete a training course which does not meet our training and assessment strategies and practices.

[bookmark: _Toc193278134]Assessment and Completion of Course
Your training and assessment will be conducted in accordance with the requirements of the standards for registered RTOs (assessment principles and rules of evidence Table 1.8.1 and Table 1.8.2).  Our training and assessment strategies and practices ensure that all current and prospective learners will be trained and assessed in accordance with the requirements of the Standards. Individual learner need and evidence of learner performance are considered in the assessment process.  MPGTC will issue a Statements of attainment for successful unit completion to a learner whom we have assessed as meeting the requirements of the unit. 
AQF certification records and statement of attainments would be placed on a register and maintained by us for a period of 30 years and as a student, you will have access to your record.  
If you do not agree with our assessment, you can challenge this and request for a reassessment:  
· [bookmark: _Hlk165555120]by completing an Assessment Appeal form which is available by contacting MPGTC on 02 97588877 or email MPGTC at training@masterpainters.com.au

· by forwarding the completed form to the MPGTC CEO within 7 days of receipt of form



[bookmark: _Toc193278135]Fee Policy    
[bookmark: _Toc193278136]Course Fees
[bookmark: _Hlk165555407]Your course fee includes the delivery and assessment of your training, all resources and study materials for the course as well as the support you receive from us. 
Prior to enrolment or on enrolment of training and assessment, you will receive an email summarising the course fees and the payment terms and conditions. 

[bookmark: _Toc193278137]Incidental Fees
If you misplace any certification documentation issued by us, i.e. your certificate or statement of attainment, you may purchase a replacement for $30 plus postage.
If you require an alternative form of access to your learning resources, such as a hard copy of your learning resources, you may contact us, and we will facilitate the purchase for you. 
[bookmark: _Toc160430959]This will become your personal property, but you may not sell on or commercialise the information contained within.

[bookmark: _Toc193278138]Access and Equity Policy  
MPGTC’s access and equity policy ensures that there is equitable access to all available programs on scope and we are responsive to individual learner needs to facilitate suitable outcomes.
In no instance will there be discrimination towards any group of individuals in any form, inclusive of ethnic background, age, gender, political or religious beliefs, culture, sexual orientation, and/or disability, be it physical or intellectual (language, literacy or numeracy), unemployment and imprisonment.

[bookmark: _Toc193278139]Intellectual Property 
During your course you may print copies of your assessments and learning materials to assist you with your studies and building your skills and knowledge. 
Students are reminded that all assessment products are Intellectual Property of the MPGTC RTO and as such are not authorised to on-sell or commercialise any product. 
Legal action will be taken if a student or any other person is deemed to have breached this requirement.
 

[bookmark: _Toc193278140]Student Rights and obligations
As a student enrolled with MPGTC, it is important that you be aware of the services and support available to you during your studies. 
All students have the following rights and obligations while enrolled:

[bookmark: _Toc193278141]Student Rights
· Fair and equitable treatment at all times, including access to all programs available on scope (subject to the relevant entry and LLN requirements)

· Access to the required support, training, and assessment in order to successfully complete the training

· Access to any records held by us, including personal details, course progress, and payment information

· To obtain a refund for services not provided by MPGTC  

[bookmark: _Toc193278142]Student Obligations
· Before you enrol, please advise us as soon as you become aware of any issues which may affect your study, including LLN needs

· Abide by the terms and conditions outlined in this document and the student code of conduct policy in all dealings with MPGTC.

· Meet your assessment obligations, especially in relation to the entry requirements; where this is not possible, you must advise MPGTC as soon as possible.
· Keep your contact information up to date by advising us as soon as possible about changes

· Make your course payments by the agreed due dates

· To settle debts incurred 

· To provide any materials and equipment that is required to complete training and meet any requirements required by MPGTC to successfully complete the course

· Ensure that the work you submit is your own; any discovery of plagiarism will be dealt with as outlined below 

Plagiarism means the inclusion of another person’s work whilst representing it as your own or the act of copying and using another person’s expressions or ideas.
Plagiarism is not acceptable. If plagiarism is suspected, it will be determined whether the case warrants more than a warning. 
If so, the student will be informed in writing of the nature of the complaint and informed of the code of conduct and actions to be taken. 
The student will be given the opportunity to respond to the allegations in writing.

[bookmark: _Toc193278143]Student Code of Conduct
The Policy is designed to represent the expectations of MPGTC and clearly establish behaviour guidelines, investigative procedures, and consequences for inappropriate behaviour. 
The Student Code of Conduct is designed to uphold the dignity of all staff, all students, and all persons associated with.
The Student Code of Conduct sets out acceptable student behaviour and appropriate disciplinary measures. 
The underlying purpose of the Student Code of Conduct is to outline for students and staff their rights to work and study in a positive, secure, and orderly environment and show care, courtesy, and respect for the rights of others at all times.

[bookmark: _Toc193278144]Behaviour 
Acceptable behaviour:
· Being courteous, respectful, and well-mannered at all times
· Making responsible and thoughtful choices
· Being truthful, fair, caring, and considerate through actions and behaviours at all times
· Being professional in all dealings with staff and other students
· Participating actively and positively in learning at all times
· Respecting the rights of others to learn in a non-threatening environment
· Completing all assigned assessment tasks to the best of their ability
· Being on time for sessions
Unacceptable behaviour:
· Swearing
· Plagiarism
· Fraud or any breach of the law
· Racial, religious, or sexual slurs towards staff or other students
· Threatening behaviour towards staff or other students
· Abuse
· Misuse of equipment
· Actions that lead to putting yourself, staff, or other students at risk
If a student is in breach of the student code of conduct, it will be investigated, and they will be asked to give a written response to these allegations. 
If it is found that a student has breached the code of conduct, that student may be given a warning and, depending on the severity of the breach, may be terminated from the course without notice and will receive no refund of fees. 
[bookmark: _Toc422224344]The CEO will make the final decision on any actions resulting in termination.


[bookmark: _Toc170866637][bookmark: _Toc193278145]MPGTC rights and obligations
[bookmark: _Toc193278146]MPGTC Obligation
Not to tolerate discrimination towards any group or individual in any form, inclusive of race, gender, political or religious beliefs, culture, sexual orientation, and/or disability (physical or intellectual).
To inform you, the student, of important policies including how we ensure your privacy, how we handle complaints and appeals, and under what circumstances we administer refunds.
On payment of all course fees, to provide support, training, and assessment services in the chosen training program in compliance with the RTO Standards and as summarised in the enrolment documentation that you will receive. 
This guarantee continues for the period of enrolment to ensure that students can have the opportunity to successfully complete their training.
To inform you if any part of the agreed services, including training and assessment, are to be delivered by a third party or on behalf of another RTO.
To inform you if a third party is enrolling students on our behalf.  
To issue you with certification documentation upon request and at the end of your enrolment, whether completed or terminated, providing that you have met the requirements of the qualification or unit/s of competency, and all agreed fees have been paid.
To abide by our published policies and the information contained in this handbook.
To provide you with information on the implications of government funding entitlements and subsidy arrangements for any future qualifications you may wish to undertake. 

[bookmark: _Toc193278147]MPGTC Default 
If for any reason MPGTC or any of its agents cancel or delay your course, you will first be offered a transfer to another course in order to continue your study. 
If a transfer is not available, or no suitable options can be agreed upon, a full refund will be given. 
Please note that this condition does not apply if you have elected to delay the commencement of your course.

[bookmark: _Toc193278148]MPGTC Reserves the Rights
· To cancel an enrolment for reasons outlined in the Student Code of Conduct, student plagiarism, and fee requirement policies

· To collect fees as per the agreed terms and conditions supplied upon enrolment and in accordance with the policies outlined in this document.

[bookmark: _Toc193278149]Consent to Image Release
MPGTC may at times take photographs, record videos, and develop various marketing campaigns for use in promotional activities. 
These images and records remain the property of MPGTC and will not be sold to any third party.
By enrolling in a course with MPGTC, you are agreeing to allow MPGTC to use and make reference to any images and recordings in which you have participated. 
This may include but is not limited to photographs, video recordings, voice recordings, and text extracts.

[bookmark: _Toc193278150]Privacy Policy   
MPGTC ensures your USI and all your course documents, under our control, stored in student management system is secure. 
 
Our website http://www.masterpainters.com.au sets out how we protect the privacy of personal information that is collected from industry partners, contractors to the MPGTC, or directly from you. We are committed to ensuring that your privacy is protected. 

[bookmark: _Hlk165562800]MPGTC will also comply with the requirements of the Privacy Act 1988, The Privacy Amendment (Enhancing Privacy Protection) Act 2012 and the NSW Privacy and Personal Information Protection Act 1998. This means that:

a) We will disclose your personal information if the disclosure is required or authorised by or under law

b) You will be informed of the purpose for which the information is collected
c) MPGTC will only use the personal information in relation to your study with us and that your personal information is securely handled and stored
d) MPGTC will not disclose your personal information or results to another person or organisation unless:

· You have given us written consent

·  We believe disclosure is necessary to prevent or lessen a serious and imminent threat to your life or health or that of another person
 
· The disclosure is reasonably necessary for enforcement of criminal law, or law of pecuniary penalty, or for protection of public revenue


[bookmark: _Toc170866647][bookmark: _Toc193278151]Complaints and appeals procedure 
MPGTC, including MPGTC’s third party providers, aims to provide quality service at all levels of its operation and is committed to providing an effective, efficient, timely, fair, and confidential complaints handling procedure for all students.
The complaints procedure is applicable to all learners, our trainers, assessors/staff, third party providing our services and students.  
It is MPGTC’s intention that all complaints be taken seriously and used as a mechanism to eliminate reoccurrence with corrective action and for continuous quality improvement. 
Complaints will be dealt with in a professional and timely manner by ensuring the principals of natural justice and procedural fairness are adopted and the student will be kept up to date throughout the process. 
All complaints and appeal requests will be acknowledged in writing and finalised as soon as practicable.  
If after being advised of a decision the student is not satisfied with the outcome, they have the right to appeal that decision as described below.
The following principles, which MPGTC adheres to, apply to all stages of this complaint’s procedure:
· Hold an inquiry into matters in dispute

· Hold a hearing appropriate to the circumstance
· The person be told the case to be met and given the chance to reply before a decision is made

· The person has the right to receive all relevant information before preparing their reply

· The person concerned has a right to an opportunity to reply in a way that is appropriate for the circumstances and for their reply to be received and considered before the decision is made

· The student and any involved parties will have the opportunity to present their case at each stage of the procedure

· The student and any involved parties have the option of being accompanied/assisted by a third person, such as a family member, friend, or counsellor, if they wish

· No parties involved will be discriminated against or victimised. There would be a lack of bias

· At all stages of the process, discussions relating to complaints and appeals will be recorded in writing. If requested, a full written explanation outlining decisions and actions taken as part of this procedure can be provided to all parties

· Records of all complaints appeals and outcomes will be securely kept for a period of five years. Records will be kept strictly confidential and stored electronically. Access to these records may be requested by emailing MPGTC at  training@masterpainters.com.au  

· A student shall have access to the internal stages of this grievance procedure at no cost

· Evidence would be available to support a decision

· Costs for mediation will be shared equally by MPGTC and the student

· Students are entitled to make a complaint about any parties involved in the delivery of their course. 
This includes the conduct of:
a) Our trainers, assessors or other staff
b) A third-party providing services on our behalf or on behalf of our trainers, assessors or other staff
c) A fellow learner of MPGTC

[bookmark: _Toc193278152]Grievance Procedures
· Students are entitled to access the grievance procedures regardless of the location of the Training centre at which the grievance has arisen, the student’s place of residence, or their mode of study

· This policy does not replace or modify policies or any other responsibilities that may arise under other policies, statutes, or any other law. Also, the dispute resolution procedures outlined in this document do not circumscribe an individual's rights to pursue other legal remedies

· If a student chooses to access this policy and procedure, the student’s enrolment will be maintained whilst the grievance and appeals process is underway

[bookmark: _Toc193278153]Making A Complaint
In the first instance, it is best to try and resolve any issues by emailing training@masterpainters.com.au  as this will ensure the quickest response. 
This is preferable where the complaint is relatively minor. 
If the complaint cannot be resolved then you should submit it in writing to the CEO at P.O. Box 4122 Strathfield south, NSW 2136 or email to reception@masterpainters.com.au
The complaint will be investigated objectively, and you will be advised of the decision or outcome in writing within ten business days.  
You will be advised in writing, with reasons given, if we consider that more than 60 calendar days are required to resolve.  You will also be updated on the progress in writing.   

[bookmark: _Toc193278154]Making An Appeal
If you are not satisfied with the response to your complaint or any decision made in regard to your studies, you may lodge an appeal in writing to the Directors of MPGTC via reception@masterpainters.com.au OR alternatively mail to the attention of the President, P.O. Box 4112 Strathfield South NSW 2136. 
All necessary consultations will be held, and MPGTC will make a determination of the appeal. 
You will be advised in writing of the outcome of your appeal, including the reasons for the decision, within ten business days. 

[bookmark: _Toc193278155]Mediation
If you are not satisfied with the outcome of your appeal, then an independent mediator will be sourced through Intermediate Dispute Management (professional mediators and trainers in Australia and internationally). 
You may request that your grievance be referred to the independent mediator by writing to the CEO P.O. Box 4112 Strathfield South NSW 2136. Costs of such mediation will be shared equally by MPGTC and the student. 
MPGTC agrees to be bound by the recommendations arising from the external review of the complaint, and the CEO will ensure that any recommendations made are implemented within 30 days of receipt of the recommendations.
A register would be maintained for all received complaints, appeals and outcomes. 

The CEO will review and identify the causes of all complaints and takes appropriate corrective action to eliminate or mitigate the likelihood of reoccurrence. 

The findings would be used to improve the operations of the RTO.  

Issues arising from this process would also form part of the professional development training for staff.  















	
Please note: On the following page, your acknowledgement and consent is required under:


	· Student Information Handbook Acknowledgement 

	
Please complete, sign and submit to MPGTC.  

	
Thank you.









[bookmark: _Toc169960733][bookmark: _Toc170866652][bookmark: _Hlk165581128][bookmark: _Toc193278156]STUDENT information Handbook - Acknowledgement
When you have finished reading this Student Handbook, please complete below and sign where indicated.
Name:	__________________________________________
Contact phone number:	__________________________________________
Employer (if applicable):	__________________________________________

I have read and understood the MPGTC Pty Ltd Student Information Handbook provided to me.  
I also declare that information that I have provided in connection with the enrolment process is true, accurate, complete and not misleading in any way.

Signature of student:                         __________________________________________
                                                Date:	__________________________________________
Name and signature of parents/guardian ((if student is under 18 years of age) We have read the Student/Parent Handbook, discussed it with our child, and agree to work with it. 
                                                               _________________________________________
                                                    Name (please print):                                                      
                                                Signature: _____________________________________
                                                     Date: ___________________Mobile: ________________
                                                     Email: _______________________________________ 
Contact Details:
If you have any questions during your time studying with us, please do not hesitate to contact us.  We are available from 9am to 5pm Monday to Friday.
Phone: (02) 9758 8877            Email: training@masterpainters.com.au
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10 February 2025    CPCWHS1001 Prepare to Work Safely in the Construction Industry                     Page 2 of 5 
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