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Thank you for considering Warner Institute and potentially participating in one of our nationally 
accredited learning programs. 
 
This handbook is part of our commitment to providing you with the right information so that you 
can make a fully informed decision about what works best for you.  
 
It outlines your rights and responsibilities as a participant with Warner Institute and should be read 
in combination with the other materials provided to you during the pre -enrolment process, and after 
if you decide to join us, with you program Pack and other program materials.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Warner Institute delivers nationally accredited learning programs to a broad range of people across 
private enterprises, statutory authorities, local government and community care organisations 
including aged care and disability service providers. 
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You can trust us 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Warner Institute has been successfully operating since 2005. 
 
Warner Institute is a nationally Registered Training Organisation: RTO No. 21622. 
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You are always welcome to ask us for further information if you have questions that are not covered 

within this handbook or any matters that are of a  concern to you. 

 

Your Partnership Manager will provide this handbook as part of your Program Information Session; 

they will assist you to understand the contents.  In addition, any time after your enrolment, your 

nominated Program Manager, and other representatives of Warner Institute, will help you.  

 

If at any time you would like clarification on  any of the contents of this handbook, or you have a 

query that is not answered in this handbook, please ensure that you communicate with any one of 

the following Warner Institute people;  

 
Your Partnership Manager 
Your Program Manager 
Your Warner Institute  Education Manager  
or any of the Program Support team at Warner Institute.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

You can discover more about us by visiting our website: warnerinstitute.com.au 

 

The full list of nationally accredited qualifications that we are registered to deliver is also published 

on the Australian Government website; training.gov.au   
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Make sure you visit us 
 
 
warnerinstitute.com.au 
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Join in the conversation with us 
 
facebook.com/warnerinstitute 
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The Australian Qualifications Framework & learning pathways. 
 

The Australian Qualifications Framework (AQF) is a single, coherent framework for qualifications 

from senior secondary certificates through to doctoral degrees. The framework links together all of 

these qualifications and is a quality-assured national system of educational recognition that 

promotes lifelong learning and a seamless and diverse education and training system. The 

framework allows: 

  

¶ clear learning pathways and career choices 

¶ National  Recognition of qualifications between registered training organisations. 

 
  



 
Your Participant Handbook 

 

Warner Institute, a division of Warner Group Pty Ltd  

T: 03 9555 9100   PO Box 9098 Brighton 3186  warnerinstitute.com.au 
RTO: 21622        ABN: 26 935 546 475      © Copyright 202 1      

                         W-Inst Ref: W-Inst_DOC_001_Participant_Handbook_v210421.docx                               Page 11 of 72 

Choose the Program thatôs right for you 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choosing the right program is an important decision and it is essential to get it right so that you 
achieve your desired learning outcomes. 
 
Other questions to be thoughtfully considered include your career aspirations, current qualification 
level and the desired learning results to be gained.  
 
Itôs OK if you still have questions ï contact us so that we can give you answers that you need.  
 

  



 
Your Participant Handbook 

 

Warner Institute, a division of Warner Group Pty Ltd  

T: 03 9555 9100   PO Box 9098 Brighton 3186  warnerinstitute.com.au 
RTO: 21622        ABN: 26 935 546 475      © Copyright 202 1      

                         W-Inst Ref: W-Inst_DOC_001_Participant_Handbook_v210421.docx                               Page 12 of 72 

Making sure you get the right information  
 

We are committed to ensuring that we give you all the information that you need so that you can 

make a fully informed decision about whatôs right for you. 

 

 

 

 

 

 

 

 

As part of your decision making process we encourage you to engage with your Warner Institute 

Partnership Manager and/or with your Learning & Development and/or your Human Resources 

department so that you can ask questions and gain the answers that you need.  

 

Weôll supply you with the following information to help you along the way. 

 

 

 

Information Pack 

 

Reading one of our Information Packs is the best place to start. Each learning program has its own 

qualification specific pack that includes details of what youôll need to know to help you. You can 

download these from the website or request us to email the Information Pack(s) that you are most 

interested in. These Information Packs provide you with;  

 

¶ an overview of who we are,  

¶ feedback from other participants and/or  their employers, 

¶ how our unique Whole Person Delivery Model works, 

¶ the content of the learning program including the nationally accredited units and content, 

¶ the nationally accredited qualification(s) , 

¶ timeline for the program , 

¶ how the program is delivered,  

¶ additional support including coaching sessions, 

¶ details of any practical supervised workplace placement requirements, 

¶ opportunity for government funding, and  

¶ schedule of tuition fees. 
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Your Pre-Training Review 
 

As part of our commitment to ensuring that you are fully informed when making any decision about 
undertaking a training program with us, and ensuring that the qualification(s) are suitable and 
appropriate for you, we undertake a Pre-Training Review prior to any enrolment.  
 
This Pre-Training Review includes you having informed discussion with a Warner Institute 
representative as well as  being provided with each of the following documents;  

 

¶ This Participant Handbook: Information purposes only 

¶ Information Pack: Information purposes only  

¶ Pre Training Review (PTR) Form: Information purpose + content to be provided by you  

¶ Foundation Skills (LL&N) Assessment: Content to be provided by you 

 

If you think this program does in fact fit with your needs, then we encourage you to complete the 

Pre Training Review (PTR) Form and return it to us.  

 

Completing this PTR Form does not incur any fees nor does it place you under any obligation to 

proceed with a confirmed enrolment.  

  

What it does, is provides us with the ability to better ascertain your eligibility for any government 

funding and therefore accurately answer your questions regarding pricing. It also helps ensure that 

this program and its qualifications is the most suitable one for you to meet your learning needs.  

 

Weôll respond with an explanation of the pricing, your eligibility for any state and or Commonwealth 

government funding and answer all your questions.  

 

You will receive this PTR document via Docusign.  

 

Using Docusign allows you to sign the Pre-Training Review online.  

 

 

 

Incentives 
 
 

Warner Institute is prohibited under the Skills First Program Funding Contract to provide or offer, 
either directly or indirectly, any financial or non -financial incentives, including in the form of goods, 
services or rewards to undertake training.  
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Enrolment  
 

If after completing the Pre Training Review you decide itôs a óyes, then you will receive an Enrolment 

Pack to complete via Docusign.  Using Docusign allows you to sign both the Pre-Training Review 

online.  

 

Warner Institute will not enrol an eligible individual in a course or qualification t hat is at an 

inappropriate level for that participant or that is not in line with their stated learning outcomes or 

career goals. 

 

Your Warner Institute Partnership Manger will walk you through the enrolment process to ensure 

that your understand the agreement and to answer any questions. 

 

The graphic below provides a quick summary of the enrolment process ï weôll keep it simple for 

you and ensure that youôre well informed throughout.  

 

 

 

 

1 2 3 4 

 

   

Get the Right Information 

including the Info Pack 

from the website or your 

Warner Institute 

Partnership Manager so 

that you can choose the 

program that fits with 

what you need 

Letôs talk! 

Weôll provide you with all 

the answers to your 

questions so that you can 

make an informed 

decision. 

Undertake the enrolment 

process including your Pre 

Training Review & LL&N 

Assessment 

Youôll receive an email 

from us including a 

Welcome letter and advice 

on class dates & all the 

other details you need to 

commence. 
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Commencing in your Program 
 

As part of commencing the program, you will undertake an Induction Session. This is the first day 

of your t raining program and includes two key parts, they are;  

 

1. Your Program Manager taking you through how your training program is structured, how to get 

the best out of it, and answering your questions,  

 

and 

 

2. Signing your agreement to a Code Of Conduct. 

 

 

 

The subject matter of your Induction Session will include, but is not limited to;  

 

¶ The structure of the program being undertaken including an introduction to your program 

Manager and advice of any other specialist subject matter expert presenters that will be part 

of your program, 

¶ The nationally accredited qualification(s) that are incorporated within it , 

¶ The Warner Institute Whole Person Delivery Model, 

¶ Getting to know your Program Manager,  

¶ Ensure that you understand your rights and responsibilities as a participant, 

¶ Sign your individual Training Plan, 

¶ Explanation of Assessment including - how you will be assessed as part of this program, and 

how we will help keep you up -to-date with this , 

¶ Agreement to Code of Conduct, 

¶ Supervised Work Placement (if applicable), 

¶ Explanation of Completion and Graduation, 

¶ Explanation of Microsoft Teams for your Virtual Learning Classroom , 

¶ Explanation of the Student Portal,  

 
 
Attendance at the Induction Session is compulsory for all participants before they can commence 
the program. 
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Where your learning program will be conducted 
 

  

 

 

 

The delivery of our learning programs is built upon the power of supportive , fun,  interactive learning.  

 

Depending upon the program, this may be in face -to-face workshops, in one of our Live Virtual 

Learning Classrooms via Microsoft Teams, or a combination of both.  These details will be found in 

your Program Info Pack and confirmed by your Partnership Manager. 

 

Participants gain from learning and sharing alongside others in similar roles when learning within 

our workshop-style sessions. 

 

Where programs are conducted face-to-face, our programs are conducted close to where you live 

and work, either at conference -ready venue or a location within your workplace  rather than at a 

static campus. 

 

Transport & Parking 
 

It is your responsibility as a participant to arrange your own transport to and from the training 

session. We encourage all participants to park in the allocated parking bays at the training venue.  

 

Your personal property 
 

We expect you to assume responsibility for your property e.g. bag, books, mobile phones, tablets 

& laptops, personal clothing items etc.  Items should be clearly marked for easy identification.    

 

Mobile phones  
 

Mobile phones should always be switched off during class.  It is disrupting and unfair to your fellow 
participants if you receive phone calls during the class. 
 

Smoking 
 

All Warner Institute training sessions are delivered in smoke-free environments. Smoking is not 

allowed in the training venue.  I f you are going to smoke you will need to only within the designated 

areas allowed by the venue. Please be mindful of others. 
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Computer & Internet access 
 

 
 
 
 
 
 
Where you are undertaking your program being delivered as interactive live virtual classes, you will 
require access to a computer or tablet and reliable internet access and capacity to stream video 
with audio for these sessions.  
 
Additionally, you will require will require access to a computer or tablet and reliable internet access 
and capacity to stream video with audio to undertake any required catch-up sessions. 
 

Calendar of dates for your learning program  
 

 

 

 

 

 

The scheduling of your training sessions is published in your Program Delivery Pack. This Program 

Delivery Pack including the calendar of confirmed training dates will be provided to you at your 

induction session.  

 

Additionally, all these specific details are available for you to access via the Student Portal. 

 

You are expected to attend all the scheduled training sessions.   

 

We do however understand that sickness or other life aspects sometimes take over.  

 

If this happens, i t is your responsibility to speak with your Program Manager to advise you inability 

to attend and to arrange to attend the session missed with another program. If you are unable to 

attend your training session, you are required to contact your Program Manager prior to the day of 

the session to discuss your options 
 

Whilst the general scheduling details for your program can be confirmed in your Program 

Information Pack, the specific scheduling details for your specific program will be communicated to 

you prior to enrolment by  your Warner Institute Partnership Manager and confirmed to you via 

access to the Student Portal.  

 

The Student Portal will always be kept up-to-date if there are any changes.  
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Training materials 
 
 
 
 
 
 
We will provide you with all the necessary study materials required for you to undertake this 
nationally accredited learning program. We have carefully chosen reference materials that will best 
support your learning and we provide you with your own work bo oks for each unit. 
 

 

 
 

Homework & the Workplace Project 
 
 
 
 
 
Homework will need to be undertaken after every session and in your own time to enable you to 

complete your required assessment work.  

 

The expectation of the average weekly homework you will need to undertake is detailed in your 

Program Information Pack. 
 

For some programs, there is a Workplace Project into the content of our programs is as a result of 

continuous consultation with participants and employers alike.  It has been developed to allow 

participants to directly apply what theyôre learning back into their roles. It means that participants 

get to make real-world use of their new knowledge and skills as the program progresses. Its 

completion is not designed to be onerous in addition to the assessment tasks. 

  

The overwhelming feedback we receive is that participants and managers alike recognise its value. 

Whilst for some programs, you are not required to complete the workplace project in order to gain 

your qualification, we encourage you to not quickly discount the value it will deliver to you and your 

workplace.  
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Credit transfer 
 
Warner Institute will recognise and accept qualifications issued by any other Registered Training 
Organisation based in any Australian State or Territory.  
 
This means that if you have previously studied and completed a nationally accredited unit with the 
same learning outcome and you have a Statement of Results/Statement of Attainment to prove this, 
we will acknowledge this and you will not need to co mplete the same competency again.   
 
Warner Institute will undertake this recognition in line with the guidelines for the particular 
qualification. 
 
If you wish to apply for Credit Transfer, you need to make formal written application to Warner 
Institute ï please request the Credit Transfer Application Form (W-Inst Form 138).  
 

 

 

 

 

Recognition of Prior Learning (RPL) 
 
Warner Institute recognises an individualôs skills and knowledge irrespective of how it has been 

acquired, for example, through formal study, work experience, life experiences, etc.  

 

Applicants for RPL must provide sufficient, current, valid and authentic evidence to demonstrate that 

they have the required knowledge and skill relating to the unit/s of competency for which they are 

seeking RPL.  You may also be required to attend an interview as part of your RPL Process. 

 

The RPL is a formal assessment-only process and utilises Warner Instituteôs RPL Kit. (W-Inst Doc 

045).  

 

Recognition should not be viewed as a short-cut to gain an accredited qualification.  It  will be the 

applicantôs responsibility to support their case by locating and collecting suitable evidence and 

presenting it. A Warner Institute qualified Program Manager will be appointed to support the 

applicant through the process to help ensure that this assessment process is clear and as time 

efficient as possible. 
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Restrictions on Catch-Up Sessions 
 

Due to the restrictions on the availability of the specialist venues and the subject matter experts 

who present some specialist sessions (as listed below), the technical nature of the subject matter 

and also the progressive nature of these assessment clusters, there are no catch-up sessions 

available if you do not attend your scheduled session.  

 

 

Personal Care, Medications & First Aid Workshops and Simulation Labs. 
 

If you do not attend your scheduled workshop sessions for the Personal Care, Medications or First 

Aid workshops, or a scheduled Simulated Lab Session, then your participation will not be 

rescheduled until an availability exists on a future date in an alter native program as determined by 

Warner Institute. This will delay your completion of your nationally accredited learning program and 

attaining your qualification(s).  
 

The Medications and First Aid workshops, including their nationally accredited units, are offered as 

optional extras to your nationally accredited learning programs and their completion is not essential 

to successfully attain your nationally accredited qualifications. If you do not attend your scheduled 

sessions Warner Institute is not obliga ted to offer you alternative sessions to undertake these 

Medications or First Aid workshops, including the respective nationally accredited units, nor is any 

compensation due. 

 
 
 

Investigations + Court, Parking and the Animal Management Workshops 
 
Due to the restrictions on the availability of the specialist venues and the subject matter experts 

who present each of these Investigations + Court, Parking and the Animal Management Workshops, 

the technical nature of the  subject matter and also the progressive nature of these assessment 

clusters, there are no catch-up sessions available. If you do not attend a session within one of these 

workshops, then your participation will be rescheduled to a future date when they are again 

scheduled to be delivered. This will delay your successful completion of the program and your 

attainment of both/either qualifications.  
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Your Safety & Wellbeing 
 

 

 

 

 

Personal Safety Concerns 
 

If at any time you feel unsafe as a participant, talk to  your Program Manager (Trainer) or our 

Education Manager about your concerns.  

 

You can also take note of the following safety tips:  

 

Always enter and exit the training venue through the front door. Make sure that you sign in 

on the attendance register.  

 

If you notice any hazards or risks please report them to your Program Manager (trainer) 

immediately. 

 

Be mindful of sharing your contact details and personal information with other participants 

at the start of your course until you know people well enough to make an informed decision 

about what information you choose to share.  

 

If you receive unwanted attention from other participants via text, telephone or social media 

advise your Program Manager (trainer) as soon as possible.  For information on cyber bullying 

and trolling, visit :  youthcentral.vic.gov.au/web-social-safety/cyber-bullying  

 

The Information for Participants About Safety in Victoria brochure published by Victoria Police 

is available for you to download from the Participant Centre page on our 

warnerinstitute.com.au  website.  

  

http://www.youthcentral.vic.gov.au/web-social-safety/cyber-bullying
http://www.adec.org.au/images/pdfs/trainingbrochures/student_SafetyNotices.pdf
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Accidents or injury  
 

We do everything we can to minimise the risk of anything going wrong so hopefully youôll never 

have to do this, but just in case . . .  

 

If you have an accident or injure yourself whilst you are engaged in training with Warner Institute 

you should notify your Program Manager immediately.  First Aid can be administered by a staff 

member with the required training.  

 

Please note that if a Warner Institute staff member believes medical attention is urgently required 

an emergency ambulance will be called.  We encourage you to ensure that your Ambulance Cover 

is current so that you do not incur any costs.   All accidents, injuries and treatment will be 

documented by the Warner Institute staff member.  

 

 

 

 

 

Procedures in the event of an emergency or evacuation 
 

During your induction you will be provided with details of evacuation procedures and the location 

of fire equipment.   You will be shown the evacuation maps; and the location of exits and assembly 

areas.   

 

We ask that you take careful note of the evacuatio n procedures to ensure that you can exit the 

building safely in the event of an emergency  or evacuation. 
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Feedback 
 
 

 

 

 

At approximately the mid -way point of your Program you will receive an email fr om us asking for 

your feedback using an online tool.  

 

We conduct this feedback as part of our commitment to ensuring that this development program is 

meeting your needs.  Your feedback is treated as confidential and is only used for quality control 

and continuous improvement purposes.  

 

This feedback is conducted via secure and confidential online tool so that you can complete it when 

it suits you. It normally takes only 5 minutes ï weôve kept it short because we know youôd rather 

be doing other things!  

 

We will also seek feedback from your direct manager or supervisor to gain an understanding of how 

the training is translating within the workplace.  

 

This process is again repeated upon the completion of your program.  
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If something isnôt right? 
 
 
 
 
 
 
Warner Institute is committed to providing participants with a positive educational experience so 
we encourage you to have your say and let us know if something isnôt right for you. As part of this 
commitment, we welcome any feedback that participants have whether good, great, or not -so-
good!  
 
Your feedback may take the form of a complaint, a suggestion for improvement or notification of 
an error. Weôll always treat any complaint you make respectfully, respond with the appropriate 
rectification as necessary, and preserve your privacy.  
 
You can be reassured that you will not be adversely affected as a participant if you make a 
complaint.  
 
You can obtain a copy of the Complaints & Appeals Form (W-Inst Form 008) by; 
 
¶ downloading it from the Participant Centre page of the warnerinstitute.com.au website, or  
¶ by calling Warner Institute during business hours on t: 03 9555 9100 and requesting one to 

be emailed or posted to you, and  
¶ you have also previously been provided a hardcopy of this same form in the Program Folder 

that you received at your Induction.   
   
 
Providing us with this feedback will allow us to address your concerns in a timely manner as well as 
providing us an opportunity to further improve the quality of our training, processes and support 
services.   
 
  



 
Your Participant Handbook 

 

Warner Institute, a division of Warner Group Pty Ltd  

T: 03 9555 9100   PO Box 9098 Brighton 3186  warnerinstitute.com.au 
RTO: 21622        ABN: 26 935 546 475      © Copyright 202 1      

                         W-Inst Ref: W-Inst_DOC_001_Participant_Handbook_v210421.docx                               Page 25 of 72 

We hope that we never give you cause to use them, but if you are not satisfied with the outcome 
of your complaint/appeal, you can contact; 
  
 
 

Australian Skills Quality Authority (ASQA) 
Phone:  1300 701 801 (from 9 a.m. to 7 p.m. Mon -Fri AEDT) or 
Online:  https://www.asqa.gov.au/complaints/complaints -about-training-providers, or 

Oline Form: https://www.asqa.gov.au/about/contact -us/enquiries 

 
Australian Government's National Training Complaints Hotline 
 

Phone:  13 38 73, (Monday to Friday 8am-6pm nationally) or  

email:  skilling@education.gov.au  
 

Victorian Equal Opportunity & Human Rights Commission 
 

Phone:  1300 212 153 or  

Online:  http://www.humanrightscommission.vic.gov.au/making -a-complaint 

  
Australian Human Rights Commission 

 

Phone:  1300 656 419 or  

Online:  https://www.humanrights.gov.au/complaint -information  
 

Consumer Affairs Victoria 
 

Phone: 1300 55 81 81 (9:00 am to 5:00 pm Monday to Friday except public holidays) or  
Online: https://www.consumer.vic.gov.au/  

 
Translating & Interpreting Service (TIS)  

 
Warner Institute is not a registered o rganisation with the Australian Government's Translating and Interpreting 

Service (TIS National) however any student can still access the service at the their own cost.  
TIS National provides immediate interpreting service 24 hours a day, every day of the year to any person in 

Australia who needs an interpreter. Call t: 131 450.   
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Participant Conduct 
 
All participants are expected to behave in a considerate and courteous manner when dealing with 
staff and other participants.  
 
Warner Institute is committed to ensuring that people are treated in a fair and non -discriminatory 
way and at all times while professionally performing their duties. All participants and staff have the 
right to train and work in an environment free from harassment, discrimination or threatening 
behaviour. 
 
Participants should be mindful and respectful of their behaviour during any work placements. 
Participants are expected to act in accordance with the work placement organisationôs policies, 
procedures and code of conduct. 
 
Participants are encouraged to communicate with the relevant Warner Institute person if something 
is not right or they are unhappy  

 
To help ensure this, all participants are required to provide their signed agreement to a Code Of 
Conduct upon the commencement of their participation in the program. (W -Inst Form 115).  
 
A breach of this Code Of Conduct may constitute sufficient grounds for the participant being 
withdrawn from their learning program.  
 
This Code Of Conduct is equally applicable whether you are participating in a scheduled session 

face-to-face or as part of a live virtual classroom. 
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Code Of Conduct 
 
 
The Code Of Conduct requires that participants must:  
 
 

1. undertake their academic work with integrity and honesty, avoiding plagiarism, collusion and 
breaches of copyright, 

2. adhere to the policies, procedures and rules of external organisations while on placement,  

3. provide accurate personal details to Warner Institute; keep those details up to date; and read 
and respond where necessary to all official Warner Institute correspondence including email, 

4. work cooperatively and collaboratively with other participants, employees, nominated 
associates, including when on work placement, 

5. communicate with courtesy and consideration, verbally and in writing, in person and online 
(including through ema il and social media), 

6. respect the privacy of other participants and employees, including that of employees and 
clients on any work placement, 

7. respect others' rights to their own opinions and beliefs, and engage only in rational discussion 
where there is disagreement, 

8. refrain from actions, behaviour and words (both written and spoken) that may jeopardise 
their own or another participants or employeeôs health, safety or wellbeing, or may damage 
their reputation or career,  

9. not engage in discrimination, harassment, victimisation or bullying,  

10.  not engage or collude in fraudulent or corrupt behaviour,  

11.  only use Warner Institute property, facilities and resources (including information and 
communications technology) responsibly, in accordance with relevant policies and 
considering others' needs, 

12.  follow all reasonable directions from the Program Manager, or other responsible Warner 
Institute employees.   

13. Consumption of elicit drugs or alcohol during class hours is strictly prohibited.  

14. No smoking, including e-cigarettes or vaping, during class hours: breaks excepted. 

15. If you choose to smoke, including e -cigarettes or vaping, during a scheduled break, please 
ensure that you do so only in permitted areas and in accordance with the venueôs instructions 
and/or that of your Program Manager.  
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Weôll support you 
 

 

 

 

 

 

Warner Institute is committed to supporting all our participants to realise their learning goals in a 

safe and nurturing environment.  We understand that as an adult learner you may have many 

competing responsibilities and pressures on your time.  

 

This section of the handbook provides information about the support available to  you as a 

participant. 

 

 

 

 

Your progress 
 

Participants are encouraged to maintain contact with their Program Manager, particularly where 

they feel that they need some extra assistance.  The Program Manager is the first point of call for 

extra support. Sometimes it may also be necessary to offer alternative assessment approaches, 

within the rules of reasonable adjustment.  If extra L anguage Literacy & Numeracy services are 

required a referral can be made.  

 

Warner Institute monitors participantôs progress and will provide assistance as required. Participants 

who have not studied for some time may need additional support.  It is recognised that a participant 

needs to keep up to date with their program and assessment task so as to help ensure that  you 

donôt fall behind and withdraw from the program. 

 

If applicable, Warner Institute may be required to provide details of your enrolment, participation 

and/or program completion to your employer, or your nominated JobActive Organisation . 
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Difficulties with your studies 
 

 

 

 

 

 

Sometimes life doesnôt go to plan Sometimes participants require extra support to assist them in 

their learning program.  Personal issues can sometimes impact.  At times we may be able to offer 

alternatives within the program structure to support your needs in the short term  

 

 

 

Application for Extension of Time to Submit Assessment  
 

If you think you will have difficulty in meeting the due date and need an extens ion of time, you will 

need to talk to your Program Manager before the due date and explain your situation. Extensions 

of time for assessment may be granted under special circumstances. 

  

¶ Any extension must be applied for in writing using the Application for Extension of Time to 

Submit Assessment Form (W-Inst Form 015) and before the due date.  

¶ Please note that extensions are granted at the Program Manager and Education Managerôs 

discretion. Extensions are not an automatic right.  

¶ Any request for an extension of time must also include an action plan detailing how you will work 

towards submitting the assessment by the extended due date.  

 

 

 

 

Personal difficulties 

 

The Education Manager and the Program Manager are available to support participants by providing 

opportunities to discuss their concerns in a private and confidential setting.  They can provide 

information about relevant and appropri ate support services in the local and/or metropolitan region .  

 

A list of support  services appear in Attachment 4 as a guide. 
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Language, Literacy & Numeracy Assessment 
  
As part of your Pre Training Review you will undertake a Language Literacy and Numeracy (LLN) 
Assessment using an online tool.  
 
This assessment is not a test. It instead allows us to understand the level of support that each 
student might need to successfully undertake the learning program . This is just one of the ways we 
ensure that your selected learning program and qualification level is suitable, appropriate and a 
good match for you. 
 
All Vocational Training & Education programs include language, literacy and numeracy tasks. As 
part of the program our Program Managers provide materials, resources and assessment tasks at a 
level of complexity required in the workplace, but only as required by each competency.  Program 
Managers will provide opportunities for repeated and supported pract ice. 
 
This assessment allows us to ensure that we understand whether you need support to be able to 
successfully complete your program, and if so, how best to do this.  
 
Your Program Manager will discuss with you any special needs or requirements you may have ï we 
will do as much as we can to support you so that you will successfully complete your program.  If 
you believe you need extra support or assistance you should ensure that you discuss this with your 
Program Manager or your employer/workplace supervisor. 
 
Some of the ways we could assist you with literacy or numeracy is by providing access to:  
 
¶ extra coaching in your required skills or knowledge areas, 

¶ links with a mentor or coach , 
¶ considering cross cultural issues, 
¶ modifying learning materials and activities for individuals or groups, 
¶ providing information regarding part time and/or tailored language, literacy and numeracy 

programs, 
¶ providing flexibility in learning pathways, delivery mode, scheduling and access to support 

services, and 
¶ if you need additional support we are able to direct you to specialist literacy and numeracy 

agencies and support services. 
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Assessment 
 
 
 
 
 
 
 

 
The qualification(s) you undertake with Warner Institute are made up of units of competency and 

combined to form a qualification.  

 

These units of competency are a statement of skills, knowledge and performance criteria and are 

what guides Warner Institute in what we have to include in your training program, what yo u are 

assessed against and how the assessment is to be conducted.   

 

Competency based assessment is the process of collecting evidence and making judgements on 

whether or not you have reached the required level of knowledge, performance and employability 

skills as specified in the industry training package units of competence.  You will either be assessed 

as Competent óCô or Not Yet Competent óNYCô. 

 

Every student will receive an online version of your assessment to be completed. If you would prefer 

hard copy assessments, please contact our office during office hours and inform our staff  
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Assessment Process 
 

An assessment may include the following assessment methods: 

 

1. Written Task:  

Answer the questions in the space provided, you must answer all questions satisfactorily to 

receive a satisfactory outcome. 

 

2. Case studies:  

Complete the case studies in the space provided, you must answer all questions satisfactorily to 

receive a satisfactory outcome. 

 

3. Projects:   

Complete the project, you must address all criter ia of the project satisfactorily to receive a 

satisfactory outcome. 

 

4. Workplace observations:  

Your assessor and workplace mentor will observe you during your placement. You must confirm 

your readiness for assessment with your assessor and workplace mentor.  Your assessor will be 

observing you perform the listed tasks and will be recording accordingly in the workplace 

observation competency checklist book regarding your performance. This assessment will form 

part of your overall assessment and will be conducted by your assessor at a convenient time for 

you and the employer Note: Assessment conducted of your practical skills by your assessor will 

only take place after a period of supervised practice. 

 

5. Reflective Journal:  

Explanation of how you went about a task and what results it achieved (or similar).  

 

6. Simulation:  

Where a workplace situation is set-up with the classroom environment; an observation activity 

is undertaken with this simulation.  

 

7. Portfolio of evidence:  

This may involve collecting evidence from your workplace; for example Policies and Procedures, 

letters, emails, etc. 
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For all assessment tasks you will be provided with the necessary relevant textbook(s)/reference 

book(s), an assessment guide and any other relevant materials or handouts as directed by your 

trainer and assessor. 

 

In order to deem the participant Competent in a unit, the participant must complete all the  

assessment tasks including any workplace observations (as applicable to the program) to a 

satisfactory standard. 

 

 

 

Not yet satisfactory result (NYS):  

 

If your assessor has marked you NYS you will receive a notification from your assessor both verbally 

and written (on the Assessment Task Cover Sheet); you will need to use this feedback to complete 

your assessment and re-submit. 

  

You are given a maximum of 3 attempts to complete each assessment task. 

 

If you still have not received a satisfactory result at the end of 3 attempts, you will need to complete 

further training before attempting the assessment tasks again. 

 

 

 

 

Satisfactory result(S):  

 

Indicates that you have completed the assessment tasks to a satisfactory level; this is recorded on 

the Assessment Task Cover Sheet and the Assessment Summary coversheet; relevant comments 

will also be recorded here.   

 

When all Assessment tasks are classified as Satisfactory(S) for a particular unit, you will then be 

deemed Competent (C) in this unit.  Your competency is recorded on the Assessment Summary 

Cover Sheet. 
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Standard of assessment 
 

You will be assessed in line with the learning outcomes expected at the level of the qualification you 

are undertaking. The competencies within each unit undertaken by you and upon which you will be 

measured will ultimately enable you to:  

 

¶ demonstrate understanding of a broad knowledge base incorporating some  

theoretical concepts, 

¶ apply solutions to a defined range of unpredictable problems, 

¶ identify and apply skill and knowledge areas to a wide variety of contexts, with  

depth in some areas, 

¶ identify, analyse and evaluate information from a variety of sources , 

¶ take responsibility for own outputs in relation to specified quality standards . 

 

In order for you to be deemed competent, you will need to demonstrate that you have the sufficient 

skills, knowledge and ability to perform the required tasks of that unit.  

 

e.g. if you are studying how to use word processing software, you will need to pr ovide 

evidence that you can do this. This can be done in many ways, for example, asking your 

Program Manager to watch while you produce a document using the software. You could 

also put together a portfolio of documents that you produced and give this to y our Program 

Manager as ñevidenceò of your ability to using software. 

 

Methods of assessment can include demonstration, role play, case studies, third party verification 

and written/oral questions.  
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Flexible learning and assessment procedures 
 

 
All training delivered by Warner Institute is tailored to the needs of the participant.  

 

Our learning strategies have been developed to support effective delivery of the program so that 

your learning and retention is maximised, encouraging real uptake and change in your workplace, 

as you progress through your program.    

 

Your learning program is aimed at enabling you to confirm your existing skills and knowledge and 

also to extend these.  This may engender feelings of apprehension or uncertainty as you strive to 

adopt the change that your new learning will bring; this is quite natural.  However if you are 

concerned, speak with your Program Manager. 

 

Your assessment for your program will include a range of assessment methods and styles; you will 

apply these to support you to demonstrate your competency.  

 

You will be required to meet the assessment deadlines as detailed on the Student Portal and in your 

printed in your Program Pack.  

 

I f you are unable to meet these deadlines, you are required to reach an agreement with your 

Program Manager regarding a revised date.  Any extension must be applied for in writing using the 

Application for Extension of Time to Submit Assessment Form (W-Inst Form 015). 

 

If you require extra assistance, you are encouraged to speak with your Program Manager; they are 

there to support you.  If this is not appropriate for you, please contact the Education Manager at 

the Warner Institute Offices.  
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How you will be assessed 
 
The qualification you undertake with Warner Institute is made up of units of competency and 
combined to form a qualification.  
 
These units of competency are a statement of skills, knowledge and performance criteria and are 
what guides Warner Institute in what we have to include in your training program, what you are 
assessed against and how the assessment is to be conducted.   
 
Competency based assessment is the process of collecting evidence and making judgements on 
whether or not you have reac hed the required level of knowledge, performance and employability 
skills as specified in the industry training package units of competence.  You will either be assessed 
as Competent óCô or Not Yet Competent óNYCô. 
 
Participants often ask what is that assessors looking for when grading assessments, so hereôs a 
list of things that you need to do as a minimum to help you succeed; 
 
¶ demonstrate a breadth of underpinning knowledge, 
¶ present your information clearly and accurately, 
¶ demonstrate your depth of knowledge and understanding about the subject, for example,  

show the how and the why.  
¶ give multiple reasons when applicable,  
¶ demonstrate that you understand the written instructions ,  
¶ for written work use correct grammar, spelling ensuring your work is easily legible,  

¶ for oral work, present well and demonstrate excellent speaking and listening skills, 
¶ ensure you cite other peopleôs work and/or other references where required, 
¶ show that you can communicate with a range of people , 
¶ use appropriate language including industry terminology , 
¶ outline your ideas in a logical sequence, 

¶ demonstrate your ability to follow policies and procedures , 
¶ demonstrate how your learning links theory to practice , 
¶ use examples and case studies, 
¶ show how you organise yourself, plan and prioritise to meet deadlines - submit your work on 

time! demonstrate that you can find information independently , 
¶ demonstrate enthusiasm and a positive attitude to learning, 
¶ work safely, efficiently and effectively . 
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Submitting your assessments 
 
At each training session you will be provided with a Participant Assessment Kit (PAK), including a 
separate coversheet by your program manager at the session.  
 
These need to be completed and submitted back to your Program Manager within the t imeframe 
schedule set out within your Program Pack or as advised. 
 
Once your PAK has been assessed the coversheet will be returned to you detailing the assessment 
outcome and any comments the Program Manager will make in regards to your work.  
 
The original copy of your Assessment PAK must be retained by Warner Institute for audit purposes 
ï this is why we ask you to make sure you create your own copy of it for you to keep on file.  
 

 
 

 
IMPORTANT: 
Always ensure that you keep a copy of all your submitted Assessment PAKôs and 
corresponding Assessment Coversheets.  
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Plagiarism Policy: Plagiarism and cheating 
 
Warner Institute requires all participants to observe the highest ethical standards in all aspects of 

their studies. Academic dishonesty and all forms of cheating will be penalised.  

 

Participant misconduct is defined as; 
 

¶ Cheating is to act dishonestly in any way where you present work to a Program Manager 

(Trainer or Assessor) as genuinely representing your understanding of, and ability in, the 

subject concerned. 

¶ Plagiarism is to copy work without acknowledging the source and is a form of cheating.  

 

Plagiarism and/or cheating can take several forms; 
 

¶ Submitting work of another participantôs as your own, 

¶ Stealing and passing off another personôs words or ideas and claiming them as your own, 

¶ Downloading information from the internet without acknowledging the source , 

¶ Copying a section of a book or article and submitting it as your own , 

¶ Copying or attempting to copy someone elseôs work, 

¶ Allowing someone else to copy oneôs work. 

 

Assessment outcome: 

Participants involved in plagiarism or cheating will be counselled by their Program Manager and will 

be marked Not Yet Competent in the unit. Participant s will be required to resubmit their assessment.  

 
Consequences & resubmission: 
The Warner Institute Education Manager has the discretion to decide on the consequences for 
any/all participants found to be involved in plagiarising/cheating. Consideration wil l be given to;  

 

¶ the level of the participantôs sincere remorse, 
¶ the participantôs awareness/intention of the plagiarising and/or cheating, 

¶ the participantôs past results, 
¶ the participantôs level of attendance and participation, and 
¶ the participantôs willingness to retake the assessment(s) honestly. 

 
The following consequences may be imposed: 
 

¶ Resubmission of a new assessment for marking allowed, 
¶ Participant suspended for a period of time, 
¶ Participant withdrawn. 

 
 
Complaints & appeals: 
Any students who have been identified as alleged plagiarisers or cheaters are able to go through 
the complaints and appeals process.  
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Our Complaints & Appeals Policy 
 
 
 
 
 
 
 

Warner Institute is committed to providing participants with a positive educational experience so 
we encourage you to have your say and let us know if something isnôt right for you. 
 
As part of this commitment, we welcome any feedback that participants have whether good, great, 
or not-so-good! Your feedback may take the form of a complaint, a suggestion for improvement or 
notification of an error.   
 
Weôll always treat any complaint you make seriously, respectfully and it will be addressed in a 
confidential, impartial manner for all parties involved.  We will respond wi th the appropriate 
rectification as necessary, and preserve your privacy. You can be reassured that you will not be 
adversely affected as a participant if you make a complaint.  
 
If you need support through the complaint management process, please contact o ur Participant & 
Program Support Manager 
here at Warner Institute on;  
 

t:  03 95559100, or   
e:  admin@warnerinstitute.com.au 

 
 
This policy and process includes complaints and appeals regarding both; 
 
¶ academic matters, and 
¶ non-academic matters 

 

 

Academic Matters 
This includes matters such as the enrolment process, student progress, training, assessment, 
curriculum and awards in a course. 
 
 

Non-academic Matters 
This includes matters in relation to personal information that is held in relation to th e student and 
issues such as bullying, harassment, vilification, discrimination, financial matters, fines and 
payments, application procedures, exclusions from events and facilities. 
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Accessibility, Communication & Publication 
 
The creation and implementation of the Complaints & Appeals Policy and Process is designed to 
ensure that it is accessible, safe and transparent for students. 
  
We will ensure that the Complaints & Appeals Policy and processes are communicated in writing to 
all Warner Institute students and employees via the relevant handbooks.  
 
Additionally, the Complaints & Appeals Policy & Process is included the Program Managers Handbook 
which is provided to them as part of their induction process.  
 
The Complaints & Appeals Policy (W-Inst PP017) is published within th is Participant Handbook (W-
Inst Doc 001). Each student is given a copy of this Handbook a part of the information process prior 
to enrolment.  
 
Additionally, both the Handbook and the Complaints & Appeals Form (W-Inst. Form 008), are 
published on the Warner Institute website (warnerinstitute.com.au) to ensure easy access for all 
students and employees.  
 
We will also ensure that the Policy and corresponding processes are discussed at student information 
sessions, induction to new program sessions to ensure students know they are encouraged to raise 
any concerns that may arise.  
 
Participants will not be adversely affected as a participant if you make a complaint.   
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Complaints/Appeals addressed in a timely manner 
 
Our process requires that any complaint or appeal be addressed and resolved in a timely manner 
with the complainant being kept  fully informed of the status of the complaint/appeal.  Sometimes 
expected timelines may vary owing to the complexity of the issues/concerns and geographic 
locations involved. Where this occurs, Warner Institute undertakes to keep the complainant fully 
informed regarding the alteration of the timeline.  
 
 
 

Fees & Third Party Involvement 
 
The complainant will have an opportunity to formally present their case, in writing or in person at 
no cost to them. Any person that is involved in the complaint can be acco mpanied and assisted by 
a third party at any relevant meeting.  Any fees that may be involved for an External Review will be 
communicated to the complainant by email prior to any arrangements being made.  
 
 
 

Anonymous Complaints 
 
Warner Institute will not normally act on anonymous complaints unless the issues raised are serious 
and sufficient information is provided to substantiate the allegations.  Where an anonymous 
complaint involves serious matters, the Education Manager will review the matter with the Managing 
Director to ascertain what action(s) needs to be taken.  
 
 
 

Four Stage Review 
 
Our Complaints & Appeals policy and procedures have four stages to deal with complaints and 
appeals to reach resolution. At each stage there will be direct communication with the complainant 
to ensure the complaint is fully understood and the student is informed of how their complaint will 
processed and how they will be responded to.   
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Stage 1:  Informal Complaint 
 

Resolving issues/concerns before they become a formal complaint. If complaints/appeals are raised 
in conversation, by phone, meetings or emails, where possible, non-formal attempts shall be made 
to discuss issues/appeals directly with the person(s) concerned to resolve the issue before the 
matter becomes a formal complaint.  This may include seeking advice, discussions and general 
mediation in relation to the issue or the studentôs concerns. 
 
Receipt of the complaint will be acknowledged in writing to the complainant  within 2 business days 
and will outline who will be looking into the concern and what steps will be taken.  
 
The investigations will continue over the next 4 business days and may include email, face to face 
discussions, telephone discussions by the relevant Warner Institute staff member, culminating with 
discussions with the complainant regarding the reviewôs findings and a written report to the 
complainant outlining the mutually agreeable solution.  
 
The complainant will be asked to provide Warner Instit ute staff member written confirmation of the 
acceptance of the outcome report or a request to escalate the complaint/appeal within 2 business 
days.    
 
The Warner Institute staff member will document the complaint, actions taken, any agreed 
resolution or further action required in the Complaints & Appeals Register. 
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Stage 2:  Formal complaint 
 
If the matter cannot be resolved by the Stage 1 informal complaint process, a formal 
complaint/appeal addressed to the Education Manager is to be lodged by email or mail using the 
Complaints and Appeals Form (W-Inst Form 008) available on the Warner Instit ute website and/or 
by request via email/post.   
 
The completed form will provide contact name and address of the complainant, nature and details 
of the complaint/appeal, date of the event which led to the complaint/appeal, and any relevant 
attachments. 
 
The Education Manager will acknowledge receipt of the formal complaint in writing to the 
complainant within 2 business days and will organise time for discussions with the complainant to 
ensure that all relevant information is included and outline the steps that will be taken to investigate 
the issue/s raised. 
 
Within the next 7 business days the Education Manager will investigate the concerns and meet or 
speak by phone with the complainant in order to mutually determine an appropriate solution which 
will be confirmed in an outcome report to the complainant.   
 
The complainant will be asked to provide Warner Institute staff member written confirmation of the 
agreed outcome in the report within 2 business days or a request to escalate the complaint/appeal.   
 
The Warner Institute staff member will document the complaint, actions taken, any agreed 
resolution or further action required in the Complaints & Appeals Register and also note any 
corrective actions or continuous improvement items that will need to be imp lemented as a result of 
the investigations. 
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Stage 3: Escalated Review 
 
If the Stage 2 formal complaint process does not provide a mutually agreeable resolution, a formal 
appeal will be lodged with an independent Senior Manager of Warner Institute, most often the 
Managing Director for an Escalated review. 
 
The Managing Director/Senior Manager will acknowledge receipt of the escalated complaint within 
2 business days and contact the complainant to ensure all relevant information is included in the 
investigation and commence the process including any suggestions of how the complainant may 
feel the matter might be resolved.  
 
The investigation process will be conducted with 7 business days and the Managing Director/Senior 
Manager will then determine appropriate solution which will be discussed/negotiated with the 
complainant and then confirmed in writing to the complainant.  
 
The complainant will be asked to provide Warner Institute staff member written confirmation of the 
agreed outcome in the report within 2 business days or a request to further escalate the 
complaint/appeal. 
 
The Warner Institute staff member will document the complaint, actions taken, any agreed 
resolution or further action required in the Complaints & Appeals Register and also note any 
corrective actions or continuous improvement items that will need to be implemented as a result of 
the investigations. 
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Stage 4:  External Review 
 
If Warner Institute cannot resolve the complaint internally, they will seek the services  of an 
appropriate government or independent party to assist in the resolution of the dispute. Warner 
Institute will acknowledge receipt of the escalated complaint by writing to the complainant within 2 
business days from receiving the complaint with a choice of external review recommendations. 
Appropriate bodies could include: 
 
  Dispute Settlement Centre of Victoria 

4/456 Lonsdale Street, Melbourne Vic 3000 
t:  1300 372 888 
e: dscv@justice.vic.gov.au 

or    
an experienced VET consultant ï selected on the basis of the dispute 

or 
a representative from Legal Aid  

or  
another mutually agreed and appropriate 3 rd party organisation. 

 
The Warner Institute staff member liaising with the External Reviewer will document the complaint, 
actions taken, any agreed resolution or further action required in the Complaints & Appeals Register 
and also note any corrective actions or continuous improvement items that will need to be 
implemented as a result of the investigations and/or findings.  
 
If the student is not satis fied with the outcome of the compliant, the student may lodge a complaint 
with ASQA, t:  1300 701 801 (from 9 a.m. to 7 p.m. Mon -Fri AEDT) or  
https://www.asqa.gov.au/complaints/complaints -about-training-providers or other agencies such 
as Consumer Affairs Victoria, the Victorian Equal Opportunity and Human Rights Commission, The 
Australian Human Rights Commission and/or National Training Complaints Hotline. 
 
 
 
 

  


















































