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Fax: 02 8580 6339
WELCOME 

As client of VET Train, I hope that many of the questions you may have regarding our organisation, its policies and procedures will be answered in this Employer Information Handbook.

If, however, you have any questions regarding your Training or Trainee, which are not answered here, the team at our office will be willing to assist you in these matters.

We believe that the success of our organisation is based on our selection of talented and experienced people.  

We are proud of the role that our Registered Training Organisation plays in the Apprenticeship System in Australia.

Welcome to VET Train we trust that our association will be mutually rewarding.

Gary Robinson

Director

AN INTRODUCTION TO VET TRAIN  

VET Train is a Registered Training Organisation managed by a Board of Directors.  The Training Company has been operating since May 2006.  The core business is the training of people on a fee for service basis.  VET Train is committed to providing quality support and guidance to our companies, our Apprentices and job seekers.

The services that are provided are:-
· Enrolment of New Apprentices in on-the-job training courses.

· Close monitoring and assessment of New Apprentices both on and off the job.

· Personal contact with each Apprentice on an approx 6 week basis or as required.

· Assistance to Apprentice and host supervisor/company on any issue that may arise.

· Added care to assist the Apprentice in their smooth adjustment to the workforce
Vision

VET Train is committed to the development of the food industry and the training and development of staff within the industry.  The Company’s long-term strategy has the potential to make a major contribution to the future Skills base of the Industry.

VET Train will provide all the operational and managerial resources to recruit, select and administer the training of Apprentices.  It will provide security of employment and foster a strong caring relationship with its employees.

Group Training Companies are in the business of ‘Skills formation’, which brings together the four independent components of:

· Employment both in the terms of protecting its quality for young people ensuring fairness in access to it.

· Mentoring Employers and Employees so that they appreciate the real value of Training.

· Off-the-job training Arrangers or Managers

· Working towards filling the skills gap that currently exists within the Food Industry.

Introduction to Vet Train Pty Ltd

Vet Train is a Training Organisation who focuses on Vocational Training within the Food and related industry.

The Management and Staff have extensive experience both within the Vocational Training sectors and the Food Industry as a whole.
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OCCUPATIONAL HEALTH & SAFETY

Occupational Health and Safety 
The Directors of Vet Train Pty Ltd are committed to providing  a safe and healthy environment for all employees and students to learn in and contractors and visitors using our facilities.
We aim to achieve the required standard to ensure health & safety and security in order to comply with government legislation as well as taking a genuine personal interest in the well being of staff, contractors, students and visitors.

All employees, contractors, visitors and students who are under our duty of care are encompassed by our Occupational Health and Safety Policy.

All of the above should familiarise themselves and abide by the following Commonwealth and state act applicable to them.

Health and Safety Act 2002 

Who is responsible for Occupational Health and safety? 

All employers, employees and students or trainees have a duty of care to abide by the Occupational Health and Safety Act.

Individuals are responsible for not only their own health and safety but also the health and safety of others within the work/training environment.

Employees must report unsafe working conditions, faulty equipment, and accidents in the workplace immediately to the supervisor or manager. Employers must abide by safe working practices and comply with health and safety procedures.

Employers are responsible for the implementation and instruction of all company occupational health and safety procedures and are also responsible for their staff adhering to procedures set by the company.

Regulations under the Occupational Health and Safety act 1995 incorporating Legislation amendment Act 2002 have the same powers as the act itself.

If the company or employees do not comply with the regulations or acts, they may face prosecution; incur a fine or both as stated in the individual State Occupational Health and Safety Acts.

All Accidents or potential Hazards must be reported to the supervisor immediately.

CODE OF PRACTICE

Vet Train are an independent Training Organisation that has a focus on vocational training with the objective of delivering quality training to our clients with the intention of enriching the community through mentoring and facilitation of training packages.
Employees and contractors 

Vet Train will be a fair, equitable and supportive employer, meeting our financial and other obligations to our employees promptly and efficiently.
AQTF Standards
As a Registered Training Organisation, Vet Train has agreed to operate within the principles and standards of the AQTF Standards. This includes a commitment to recognise the training qualifications issued by other training organisations.
Legislative Requirements
Vet Train will meet all legislative requirements of State and Federal Governments. In particular, Workplace Health and Safety, Workplace Relations, Apprenticeship and Traineeship act 2001, Anti discrimination Bullying and Victimisation Act. Equal Employment Opportunity Legislation, Child Safety Act will be met at all times.
Access and Equity

All trainees and staff will be recruited in an ethical and responsible manner and consistent with the requirements of the curriculum or national training package. Our Access and Equity Policy ensures that trainee selection decisions comply with equal opportunity legislation.

Appropriately qualified staff will assess the extent to which the applicant is likely to achieve the stated competency standards of the course, based on their qualifications and experience.
Quality Management Focus
Vet Train has a commitment to providing a quality service and focus on continuous improvement. We value feedback from trainees, staff and employers for incorporation into future programs.

Our quality focus includes a Recognition of Prior Learning Policy, Grievance and Appeal Policy, Access and Equity Policies. Where necessary, arrangements will be made for those clients requiring literacy and/or numeracy support programs. We will take every opportunity to ensure that this information is disseminated, understood and valued by personnel and clients.
Client Service

We have sound management practices to ensure effective client service. In particular we have client service standards to ensure timely issue of trainee assessment results and qualifications. These will be appropriate to competence achieved and issued in accordance with national guidelines.

Our trainee information will ensure that all fees and charges are known to trainees before enrolment, that course content and assessment procedures are explained and that vocational outcomes are outlined. 

This will be broadcast via our website 

External and Internal Review

Vet Train has agreed to participate in external monitoring and audit processes required by the state training agency. This covers random quality audits, audits following complaint and audit for the purposes of re-registration.  Vet Train will conduct internal reviews on an annual basis to ensure compliance to the AQTF Standards

Management and Administration
Vet Train has policies and management strategies, which ensure sound financial and administrative practices. Management guarantees the organisation’s sound financial position and safeguards trainee fees until used for training/assessment. We have a refund policy, which is fair and equitable. Trainee records are managed securely and confidentially and are available for trainee perusal on request. Vet Train has adequate insurance policies.

Marketing and Advertising

Vet Train markets our vocational education and training products with integrity, accuracy and professionalism, avoiding vague and ambiguous statements. In the provision of information, no false or misleading comparisons are drawn with any other training organisation or training product.
Training and Assessment Standards
Vet Train has personnel with appropriate qualifications and experience to deliver the training and facilitate the assessment relevant to the training products offered. Assessment will meet the National Assessment Principles (including Recognition for Prior Learning and Credit Transfer). Adequate facilities, equipment and training materials will be utilised to ensure the learning environment is conductive to the success of trainees.
International Students

Vet Train will be bound to the Education Services for Overseas Students (Registration of Providers Financial Regulations) Acts 1991.
Sanctions

Vet Train will honour all guarantees outlined in this Code of Practice. We understand that if we do not meet the obligations of this Code or supporting regulatory requirements, we may have our registration as a Registered Training Organisation withdrawn. 
Continuous Improvement  

We will regularly consult with and encourage feedback from staff, students ,clients, auditors, industry experts and the community  generally and work collaboratively with businesses, industry ,other related organisations and educational bodies so that we can use these inputs for our continuous improvement process.

FEE FOR SERVICE AGREEMENT

New entrant Trainees 

These New Apprenticeships are funded by the State Training Authority. Therefore the Employer retains the subsidy noted at the bottom of this page.

However there is a compulsory fee payable to the RTO by the employee. This will be invoiced after the first visit. The fee is $350.00

Existing worker Trainees 

These trainees are not funded by the Department of Education & Training (DET) therefore the employer shall pay for the training by the following method.

Employer enters into a contract with the RTO to agree to abide by the terms and conditions of VET Train Pty Ltd and also the Regulatory authorities for New Apprenticeships.

· VET Train issues invoice to employer.

· Employer receives the first subsidy payment from the Department of Education, Employment and Workplace Relations (DEEWR) (approx 3 months from sign up) 

· Employer pays agreed amount (as per contract) to VET Train Pty Ltd 

CONDITIONS OF SERVICE

Drugs and Alcohol

The policy is that no Apprentice or employee is to arrive to training or work, or return to training or work, whilst under the influence of alcohol or drugs.  The purpose of this policy is to maintain an environment free from the effects of the use of alcohol or drugs.

A breach of this policy will result in termination.

Appeals

Students are to be informed that they have the right to appeal to the RTO for prior learning requests, evaluations and assessments. All appeals will be dealt with the strictest confidence and dealt with quickly.

VET Train personnel will evaluate the appeal and make an unbiased decision. Students who are unsatisfied at this level could make a complaint to NSW Vocational Accreditation Board their address is:

Locked Bag 21

Darlinghurst

NSW 2010

Phone: (02) 9244 5335 

You may call your local Dept of Education Industry Training office and speak to an Industry Training Officer whose role it is to monitor apprentices and employers and assist with any issues that may arise. 
Local DET Industry Training Centre 132811
Complaints and Grievances 

If there is a complaint about VET Train, courses, delivery, assessment, personal conduct or general business operations by a student, it is to be recorded in the following manner. All complaints are to be recorded in the complaints book and record the following information:



Continuous Improvement 
It is a part of management review to evaluate the findings of the complaints book. VET Train takes this earnestly and will diligently address all serious complaints made to it or to any Governing body, which regulates it.

Evaluation Form

At the end of your course you will be required to complete an evaluation form, so VET Train can obtain feedback from each host company evaluating the course. This information is used to make improvements in delivery, content and practical skills obtained from the course. 

Completing the forms is most valuable to VET Train and we thank you for your assistance. 
HARRASSMENT VICTIMISATION AND BULLYING
What is Bullying? 
Apart from supervisors and managers, co-workers can be bullies too.  Too often managers don't want to get involved, hoping the parties will work it out between themselves or are protecting a "golden boy / girl".  It's at this stage that Management may need to be convinced that it is in their best interests not to tolerate bullying.
Having an anti-bullying and harassment policy is a sensible business decision. There are considerable costs to a workplace that tolerates bullying, so it makes sense for employers to bully-proof themselves as well. While you may not be in a position to affect Management's decisions, you should be aware of their responsibilities.

Allowing supervisors who are seen as high performers to bully their staff, creating high turnover, is not good management practice.  Hidden costs such as retraining, recruitment, loss of productivity and staff initiative through low morale, not to mention potential workers compensation and legal liabilities, will more than undo seemingly good short term figures they may achieve.

Consequences of Bullying

Bullying in your workplace is bad for business. Some of the costs it may incur are:

· Lost time while supervisors/workers are in conflict 

· Potential legal costs 

· Potential rise in workers compensation premium 

· Potential lost time due to workers compensation 

· Potential increased sick leave 

· Reduced morale and motivation 

· Potential sabotage by disgruntled employees 

· Increased turnover and disruption to work flow 

Sometimes practical joke initiation pranks by tradesmen played on apprentices, can be seen as a bit of fun in the workplace in reality this is a form of bullying and should be discouraged at all times. This is one of the main reasons for apprentices leaving the industry.
What is harassment? 
The most common form of harassment is sexual harassment.  Sexual harassment is behaviour of a sexual nature, which is unwelcome and has the effect of offending, intimidating or humiliating the person being harassed.  Sexual harassment most often happens against women, but men can also be subjected to sexual harassment.  Harassment can also be based on race, disability, age, pregnancy, marital status, homosexuality, transgender, or HIV/AIDS status.

Harassment can create an unpleasant or even hostile environment.  It usually consists of a pattern of unwelcome behaviour; however it can consist of just one act where this is of a serious nature.  Also there is no requirement that the harasser intend to offend or harm in order for it to be unlawful.  All that is required under the law is that a reasonable person would consider that the person being harassed would be offended, humiliated or intimidated by the behaviour in question.

Remember the key element of sexual harassment is that it is unwelcome behaviour.  It has nothing to do with mutual attraction, or private, consenting friendships, whether sexual or not.

Examples of unlawful harassment:

· Suggestive comments about a person’s body or appearance

· Leering or staring at a person or parts of their body

· Demands that revealing clothing be worn

· Tales of sexual performance

· Persistent, unwelcome proposals of marriage

· Gender based insults or taunting

· Sexist or racist jokes

· Pornographic or nude posters in the workplace

· Homophobic material displayed on the notice board

· Homophobic abuse

· Verbal or written abuse directed at a transgender person

· Touching a person in a sexual way

· Sexual assault (criminal offence)

· “Flashing” (criminal offence)

· Obscene telephone calls (criminal offence)

· Asking questions about a person’s sex life

· Unwanted confidences about a person’s sex life or lack thereof

· Persistent requests for a night out where these are rejected

· Requests for sex where these are unwelcome

· Making jokes at the expense of a person with a disability

· Verbal abuse or derogatory comments based on race

· Abuse based on a person’s age

If a new apprentice believes that he/she is being harassed or bullied, they should be encouraged to:

Tell the person that their behaviour is unacceptable, and that it must stop.  It is important to say these things to the harasser otherwise they may interpret your silence as consent.  If you should feel too uncomfortable saying these things to the harasser, this will not mean that you don’t have a valid claim.

Report the behaviour or incident to the Training Co-ordinator.

Keep your complaint confidential – this will avoid idle gossip and the possibility of defamation proceedings against you.

MONITORING

As part of our mission, it is a priority of our business to assist our employees gain experiences and skills, which will enable the employer improve their ‘bottom line’ results.

To assist our new apprentices and employers in this desire, we will provide exceptional care to our new apprentices.
Regular visits to sites will be conducted approximately every 6 – 8 weeks
· Contact employer to confirm the most suitable and appropriate time to conduct the monitoring/assessment.

· Contact new apprentice to explain and inform monitoring/assessment.

· Suggest that if there are any problems or questions this is the opportunity to raise and discuss them.

· Confirm that time is convenient prior to arriving on agreed day by telephoning on the day to ensure that apprentice and supervisor are available.

· During the visit to assess the new apprentice, check their workbook and monitor their progress in gaining competency in each of the identified criteria.  The workbook is to be fully reviewed at least four times throughout the apprenticeship.

· If the representative recognises that additional training is required, advise the apprentice, host supervisor and training centre.

· Record all visits on new apprentices training plan
· Forward assessment sheets to administration officer for personnel file.

Employer Declaration

· I have received and read my Employer Information Handbook and I understand my role/responsibility as the employer and that of the trainer/assessor and also my employees, in regards to training, monitoring and assessment. 
· I agree to abide by the contents of the handbook, I have spoken to the Vet Train representative and have had any questions answered satisfactorily.
· I understand my rights and the requirements regarding the complaints and grievance procedures.
· I agree to work with VET Train in order to provide the best possible outcomes for my employees in regards to the qualification being undertaken.
· I have received and signed a copy of the Service Agreement Form (the Contract) with VET Train Pty Ltd and I agree to the terms and conditions presented in this document.
Employer Name:________________________________________________

Employer Signature: _____________________________________________

Vet Train Representative: ______________________________________________________

Date ____________________________________

Step 1 Trainee contacts Vet Train Manager with Grievance 











Complaint entered into complaints register given reference number











Step 5 Complaints register signed off and completed 
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Grievance not resolved next step decided by Govt Dept.








Process documentation All parties receive copy  





Process documentation All parties receive copy 





Grievance not resolved student not satisfied





Grievance resolved Student satisfied 





Process documentation All parties receive copy  








Grievance resolved student satisfied 








Step 4 Student formally presents case to Governing Body 





Grievance not resolved student not satisfied 








Grievance resolved student satisfied 








Process documentation All parties receive copy  








Step 3 Student formally presents case to panel of 3 





Step 2    Student formally presents case to independent person





Grievance resolved student satisfied 





Grievance not resolved student not satisfied 
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