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VISION

Tocontinue asone of dza G NI f A Q& LINBsfok:SNJ G NI AYyAy 3 LINRJARSNI

9 Indigenous Australians;
Early schoeleavers;
The longterm unemployeciand

= =4 =

Disadvantaged Australians.

MISSION

To achieve ouvision by 203.

This will be achieved by delivering unsurpassed levels of client care, and innovative comprehensive training,
GKFG A&a GFAE2NBR G2 2dzNJ Oft ASyiaQ RADSNE SlienfsSaddRa @ 2
robustly preparghem for stable orgoing employment that will lead to independence and financial stability

“s
™




INTRODUCTIO

Message from the Chief Executive

As Chief Executive of this organisation, | assure students of my full support forgleenentation of all

guality, management and operational functions articulated in this student handbook. | welcome your input
and am confident that myself and the Designer Life team will adhere to our philosophy of continuous quality
improvementinalla LJISOG&a 2F 5SaA3aySNI[AFTSQa 2LISNIGAZ2Yyad

This student handbook provides direction that guides Designer Life towards the provision of best practices in
training development, management and service delivery. This handbook clearly states our processes to
ensurecompliance with the standards regulated by the Australian Skills Quality Authority. For clients of
Designer Life, it ensures that their investment in training provides the best possible training experience and
outcomes.

Leisa Roberts
Designer Life CEO

Conext

PdzZA OGN € ALY {(1Affa& vdza t Ade ! dzi K2 NR Voéatiodal Education ahdda (1 K S
Training sector. ASQA regulates courses and training proadecsding to the Standards for Registered

Training Organisations 201& ensue nationally approved quality standards for training are met. The focus

of these standards is the demonstration of preparedness of registered training organisations to deliver

quality training and assessment services and focus on continuous improvement.
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QUALIFICATIONS

Currently Designer Life is able to offer students accredited training in the folloWegprices listed are for
full fee paying students, subsidies may apply to some courses for eligible students:

BSB10115 | Certificate | in Business $900
BSB20115 | Certificate Il in Business $1200
BSB30115 | Certificate Ill in Business $1800
BSB20215 | Certificate Il in Customer Engagement $1200
BSB30215 | Certificate Il in Customer Engagement $1800
BSB30415 | Certificate Ill in Business Administration $1800
BSB30220 | Certificate Ill in Entrepreneurship and New Business $2000
BSB40320 | Certificate IV in Entrepreneurship and New Business $2500
CHC22015 | Certificate Il in Community Services $1800
CHC32015 | Certificate Il in Community Services $2400
CHC33015 | Certificate Il in Individual Support $2800
CHC30213 | Certificate Il irEducation Support $2700
CHCA41215 | Certificate IV in Career Development $2000
CPP20617 | Certificate Il in Cleaning $1200
CPP30316 | Certificate Ill in Cleaning Operations $1800
FSK1029 Certificate | in Skills for Vocational Pathways $900

FSK2014 Certificate Il in Skills for Work and Vocational Pathwa $1400
SHB20216 | Certificate Il in Salon Assistan $1800
SIR20216 Certificate Il in Retail Services $1200
SIR30216 Certificate Il in Retail $1800
SIT20316 Certificate Il in Hospitality $1500
SIT30616 Certificate Il in Hospitality $2200
CHCSS0008] Induction to Disability $750

SITHFABOO2| Provide responsible service of alcohol $150

SITHGAMOO] Provide responsible gamblisgrvices $150

Barista Course $550

For more information on theost of obtaining a qualification through Recognition of Prior Learpliegse
see the RPL Fssection of the Handbook.
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QLIENTSERVICES

Designer Life is committed to delivering high quality servioesipport students throughout their training

and assessmenourney.This commitment is based on a client focused operation that produces the best
possible outcome for students. Designer Life will enstelentsare informed of the services they are to
receive, their rights and obligations, and the responsibilities of the RTO. Students who undertake training
with Designer Life receive every opportunity to successfully complete their chosen training program.
Designer Life will providgtudentswith information prior to commencement of services including any
subcontracting arrangements affecting the delivery of training and/or assessment.

Designer Life takes a systematic approach to establish and recognise the needs of each client. It is a
requirementthatal a4l FF YSYOSNBR R2 (GKSANI dzivz2ad G2 YSSG Gl
is outside the scope or skill of the organisation they will be referred to an appropriate service or an alternate
training organisation.

Designer Life delivers specialiktraining and assessment services. As such, it is vital that all students are
informed of and understand the extent of the training course that they are enrollifggsigner Life has in
place a process and mechanism to provide all clients informationtahe training, assessment and support
services to be provided, and about their rights and obligations, prior to enrolment or entering into an
agreement.




Student Handbook

In summary, Designer Life will provide:

1 Training programs and services that promote inclasiad are free from discrimination

1 Support services, training, assessment and training materials to meet the needs of a variety of
individual students

1 Consideration of each individ&lneeds to provide the best opportunity for skill development
and attairment of qualifications that can lead to further training or employment

1 Opportunity for consultation between staff and students so that all aspects of individual
circumstances can be taken into consideration when planning training programs

f Considerationofi KS @A Sga 2F addzRSydaQ O2YYdzyiAileszr 320¢
industry when planning training programs

1 Information and course materiakre readily available andre presented in an easily understood
format

1 Information to assist students planning their pathway from school or the community to
vocational education and training

While Designer Life guarantees that all students will receive the full training services paid for, it does not
guarantee a student will successfully complete the cetinswhich they are enrollear that the student will
obtain a particular employment outcome outside the control of Designer Life.

Services include:

Pre-enrolment materials

=

Study support and study skills programs

Language, Literacy and NumerdtN) program®r referrals to these programs
Equipment, resources and/or programs to increase access for students with disabilities
Learning resource centres

Mediation services or referrals to these services

Flexible scheduling and delivery of trainimglaassessment

Counselling services or referrals to these services

Information technology (IT) support

=A =4 =4 =4 =4 4 4 A -9

Learning materials in alternative formats, for example, in large print
1 Learning and assessment programs customised to the workplace

Designer Life will provide all relevant information and directions to each student prior to enrotment

enable the student to make informed decisions about undertaking trainingDésigner Life. This

information will beclear and readily available inipt or as an electronitormat. This will include details on

how to access the Designer Life student handbook, available as a PDF document on Designer Life website:
www.designerlife.com.au.
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Designer Life will provide the following information specifio each student:
9 The code, title and currency of the AQF qualification, skill set or VET course in wistindidrat
is to be enrolled, as published on the National Register.
The services the RTO will provide to gtedentincluding the:
estimated duratiorof the services
expected locations at which the services will be provided

expected modes of delivery

= =4 =4 =2

Thea (i dzR 8byigati@rs, including any requirements that teident needgo meet to enter
and successfully complete their chosen AQF qualificatlathsst or VET course.

1 Any materials and equipment that tretudentmust provide.
9 The educational and support services available tostiuelent.

Where there are any changes to agreed services, Designer Life will advise the student as soon as practicable,
including in relation to any new thirgarty arrangements or a change in ownership or changes to existing
third-party arrangements.

Designer Life is committed to completing the outlined training and assessment once students have started
study in their cheen qualifications or courses from the course start date.

In the event that Designer Life is unable to complete delivery of training, if possible, Designer Life will
arrange for the agreed training and assessment to be completed through another RTO (fees may be
incurred). Prior to the transfer to another RTO gatkd students will be formally notified of the
arrangements, and an agreement to those arrangements, including any refund of fees, will be obtained.

FEEDBACK ANCONTINUOUSVPROVEMENT

The CEO recognises that opportunities for improvement may ariseeiy agpect of business and has
developed an organisational culture within Designer Life to capitalise on these opportunities for improved
practice.

Designer Life supplies feedback forms to all students at the end of each program as an important and
valuable factor in monitoring and developing business practices and quality training, ensuring the ever
changing needs and expectations of clients are being met. The CEO also welcomes feedback from other
improvement opportunities such as risk assessment, studaggestions, complaints and appeals, validation
sessions and audit reports.

As a student with Designer Life, your feedback is critical to our continuous improvement policy. Along with
the formal feedback mentioned earlier, students are encouraged tofgagback throughout their
enrolment.

In order to encourage and achieve continuous improvement based on the collection of the-mleoviened
data, Designer Life has developed a best practice register which includes a written record of all improvement
strategies.

© Designer Life V9 ¢ Octaoer 2021 Page| 11
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ACCESS ANBQUITY

Designer Life is committed to practicing fairness and providing an equal opportunity for all current and
potential studentgo access and participate in learning, and to achieve their learning outcargasdless of
age, gendercultural or ethnic background, disability, sexuality, language skills, literacy or numeracy level,
unemployment, imprisonment or remote location that may present a barrier to acoess)y other

perceived difference in class or category.

Designer Lifensures that its practices are as inclusive as possible and do not unreasonably prevent any
clients from accessing its servicBgsigner Life will address access and equity matters as a nominated part
of operational duties.

If a student identifies with o or more of the following priority groups, they may be able to receive
additional assistance:

Aboriginal and / or Torres Strait Islander people

Carers of people who are ill, aged or who have a disability

People with a disability

Women and girls who are t@rning to education and training

Women and girls who are seeking training opportunities in-traditional roles

1

1

1

1

1

1 Young people aged 15 to 25
1 Australian South Sea Islanders

9 Parental job seekers

1 People with English language, literacy and numeracy needs
1 Mature aged workers who require egkilling

1 Long term unemployed and disadvantaged jobseekers

1 People from different cultural and ethnic backgrounds

1 People who speak a language other than English

Designer Lif&as developed thisandbookto guide and inform all staff and students in their obligations
regarding access and equity. Upon induction into Designer Life, all staff are provided with copies of the
policies which they must adhere to throughout all their operations as a Designatdfffenember. Students
are made aware of the access and equity policy viehéndbookand informed of their rights to receive
access and equity suppo#gnd to request further information.

Designer Life access and equity policies are in place to etimtriraining opportunities are offered to all
people on an equal and fair basis in all circumstances, irrespective of their gender, culture, linguistic
background, race, socieconomic background, disability, age, marital status, pregnancy, sexual tinenta
2NJ OF NBENNDa NBalLlRyairAoAfAdASao
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Practicing these policies guarantees that any student who meets Designer Life entry requirements will be
accepted into any training programs. If any student or staff member have issues or questions regarding
accessandlpdzA 182 2NJ 0Sft AS@Sa GKSeé KI @S 0SSy GNBIFGSR dzy
management for consultation.

Languageliteracy andNumeracyAssistance

Designer Life course information and learning materials contain written documentatiomauanie cases,
numerical calculations.

Designer Lifeecognises that not all students will have the same level of ability in relation to reading, writing

and performing calculation®rior to enrolment, all students will complete a language, literacy and

ndzy SNI 08 GSad Ay 2NRSNJ {2 .Thiagidsessis td eisbire that aitRtGdgriisviio £ S ¢
commence a training program possess the skills required to understand the presented material and

complete assessments.

Designer Life will ende@aur to provide assistance to students having difficulty with language, literacy or
ydzYSN> 08 G2 | O02YY2RIGS GKSAN) ySSRaod Ly GKS S@gSyi
Lifestaff to assist, the student will be referred to an externgbport agency, so they have the opportunity

to obtain the skills required to complete the training program.
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STUDENTSUPPORT

Student support policy

Designer Life will make all reasonable efé@nd utilise a variety of available methods to assisstaldents

in their efforts to complete training programs. Designer Life will determine the support needs of individual
studentsand provide access to the educational and support services necessary for the inditudigaitto

meet the requirements of the AQF qualification, skét,or VET course as specified in training packages or
VET accredited courses. Designer Life will continue to develop strategies to make support available where
gaps are identified.

Trainers are rgzonsible for ensuring that all students are aware they can contact their traonether
Designer Life staff membgfin the event that they are experiencing difficulties with any aspect of their
studies. Staff will ensure students have access to thedaburces of Designer Life to assist them in
achieving the required level of competency in all nationally recognised qualifications.

In the event that a student is experiencing personal difficulties, training staff will encourage the student to
contactDesigner Life who will provide discreet, personalised and confidential assistance as according to the
nature of the difficulties.

Ly GKS S@Syid GKIFIG | &aiGdzRSyidioa ySSRa SEOSSR GKS OF
will be referredto an appropriate external agency. Extensive information regarding support agencies,
resources and services may be sourced online. Designer Life staff members will assist students to source

appropriate support.

Flexible delivery and assessment procedures

Designer Life recognises that some people are better suited to learning via teaching methods not usually
obtained in the traditional classroom setting. With some minor adjustments to teaching and assessment

methods, a student who is experiencing difficuégrning and achieving the desired results in the traditional
setting may show considerable improvements.

The staff and management of Designer Life respect these differences among students and will endeavour to
make any necessary adjustmentsti@ir methods in order to meet the needs of a variety of students. For
example, the inability to complete a written assessment will not be interpreted as a sign of incompetence,
provided the student can verbally demonstrate competency.

Acceptable adjustmés to teaching and assessment methods may include but are not limited to; having a

GNI AYSNI NBFR FaaSaavySyid YFGSNAFIfta (2 addRSydaszs KU
recorded or allowing a student to sit for an assessment alondlifferent room.

Designer Life staff will pursue any reasonable means within their ability to assist students in achieving the
NEIlj dZA NER O2YLISGSyOe aidlyRFENRad® Ly GKS S@Syid GKIFG
services Designer Life caffer, they will be referred to an appropriate external agency.
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Reasonable adjustment

Reasonable adjustmemieans adjustments that can be made to the way in which evidence of student
performance can be collected. Whilst reasonable adjustments can be maeens of the way in which
evidence of performance is gathered, the evidence criteria for making competent / not competent decisions
(and / or awarding grades) should not be altered in any way. That is, the standards expected should be the
same irrespetive of the group and / or individual being assessed; otherwise comparability of standards will
be compromised.

DISCIPLINE

Designer Life makes every effort to practice cooperation and mutual respect in all internal and external
dealings to uphold high glity, professional training and assessment services. The same disciplined
behaviour is expected of students as a contribution to a functional learning environment, and as a sign of
respect to staff and fellow students.

Designer Life requires that all steiks observe the following principles whilst undertaking training and
assessment:

1 Respect other students and the Trainer/Assessor

1 Feel free to contributgbut let everyone have their say

T Not to cause disruption to the training and assessment process
1 All wak should be the original work of the student

1 Complete and submit all assessment material on time

All students are also asked to operate within the general guidelines of the policies and procedures as
outlined here in the Student HandbodResigner Lifexpects all students to condutihemselves with

honesty and integrity in all their dealings with staff and other students. This is especially important in the
BSNRFAOI GA 2 yvork iK geduinglyhed dwdzR I8syeaviioiiment of mutual respect and
understanding is important to foster the learning process, and it is aliofesponsibility to maintain.

Failure to uphold the policies and rules as described in this Student Handbook is considered to be

misconduct andnay result in disciplinary actioAll notices and notes of verbal discussions relating to
YAaO02yRdzOG |yR O2dzyaStftAy3a aSaarzya egAft oS LI I OS
Designer Life Management advises any trainer or staff member who is dissatisfied with the behaviour or
performanceof a student that they have the authority to:

1 Warn the student that their behaviour is unsuitable; or

1 Advise the student to leave the room for break and return after a few minomes they have
modified their behaviour

If a student wishes to object andige an appeal against the disciplinary action taken, they have the right and
opportunity to follow the Designer Life complaint procedubesigner Life staff are expected to maintain a
professional and ethical working relationship with all other staff rhens, management and students.
Breaches of the disciplinary standards will result in discussion between the relevant trainer and Designer
Life, and appropriate action will be taken.
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PLAGIARISMCOLLUSION ANBHEATING

This policy will clearly describe tegeps thatDesigner Liféakes when plagiarism, collusion or cheating are
suspected or identified to:

1 Ensure that students do not gain unfair advantage by plagiarising, colluding or cheating at any
time during their learning and assessment.

1 Ensure thatDesigner Liféakes responsibility for informing students about what constitutes
plagiarism, collusion and cheating in assessment.

9 Establish practices that recognise and counter plagiarism, collusion and cheating in order to
guality assurdesiger Lifeassessment protocols.

Plagiarismh & G2 GF 1S a42YS2ySQa 62NRa& 2NJ ARSIFa 2N 2GKSNJ
Collusionis an understanding or agreement between two or more people to intentionally cooperate to gain
an unfair advantage insaessment and may include:

1 Unauthorised and unacknowledged joint authorship in an assessment task.

1 Unauthorised and unacknowledged copying or use of material prepared by another person for
use in assessment

Cheatingin an examination/simulated environmentis to seek to obtain an unfair advantage in an
examination or test.

Referencings a standardised method of acknowledging the sources of information and ideas and other
material used in an assignment.

Suspensions exclusion from participating in Desighéfie activities for a defined period.

All completed assessments must be your own/original work. Plagiarism or getting others to do your work will
not be tolerated. Copying from a published document (including the internet) without referencing is not

accefii F 6t S® |, 2dz Ydzald F2tt26 O2NNBOG NBFSNBYyOAy3d 3IdzA R
your own words.

9 All studentsarerequired to submit work that is their own.

9 Plagiarism, collusion and cheating constitute academic misconfduathichpenalties may be
applied.

91 Designer Life recognises its responsibility for educating students about what constitutes
plagiarism or collusion and cheating.

91 Designer Life has established a procedure to recognise and counter plagiarism, collusion and
cheatingto ensure the integrity of its assessment processes and outcomes.

1 Countering plagiarism, collusion and cheating is the shared responsibility of both staff and
students.

© Designer Life V9 ¢ Octaoer 2021 Page| 16
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Trainer/Assessors are responsible:

1 For explaining referencing, and for identifyiagd reporting plagiarism, cheating and collusion.

1 To not engage in any activity whereby they knowingly collude with students for the purposes of
plagiarism and/or cheating on a set assessment task or during an examination or test.

9 To report suspected plagism to the Designer Life Management Team.

Students are responsible:

1 To avoid plagiarism by clearly referencing the use of words or ideas or other materials of other
people in an acceptable format.

1 To avoid presenting work done in collusion with anotherson or persons as solely their own
work.

1 To not engage in any situation whereby the student knowingly attempts, or assists another
student to attempt, to gain an unfair advantage by cheating during an examination or test.

1 To submit a signed Assessment Cover Sheet with each unit of competency attesting that the
work submitted is all their own work

"
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Student Handbook

STUDENTOVERVIEW

What courses are offered?
Pleaseefer tothe Qualifications section for a full list of courses currentfgred by Designer Life.

The full list of qualifications that Designer Life can deliver is also listed on the National Training Register at:
https://training.gov.au/Organisation/Details/32502

How is training delivered?
Training courses with Designer Life are delivarsitiga combination of the following methods

1 Faceto-face classroom training
1 Blended learning
9 Online learning

1  Workplace deliery
How long does a course take?

Each program has a specific course outline which details the units of competency to be studied, along with
details of course dates and durations. Prospective students should ensure they have accessed the relevant
course e@tails prior to completing enrolment. Designer Life staff will ensure that all students are fully aware
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Couse Extension Policy

Applications foextensiorsto the standardenrolmentperiod will beassessed on an individual basis
Applicationsmust be received in writingnd muststate it KS &4 G dzRSy (1 Qa NXBHe axgeysion. T2 NJ |
Enrolment extensiopmay be granted where reasonable cause of inability to complete is provided.

Thetotal period of the extensioprovided will depend the individual circumstances of the student and the
reason they havapplied for the extension. However, students will only be able to apply for a maximum
extension of six (6) monthStudents will oty be able to apply for a maximum of one (1) extension to their
enrolment. Students will not be subject to additional fees when applying for an extension to their current
enrolment

If a student has appliedndbeen approved foan extension tdheir enroment period and has still not
successfully completed their course at the conclusion of the extenb&ncase will be reviead by
Designer Life management.

Student Attendance Policy

l'GG0SYRIYyOS Aa Fy SaaSyiualf Sof&ert@iying caiges.litis impalidS y ( Q&
that students try to arrive to class on time, including returning from morning and lunch breaks, as lateness
interrupts other students and valuable work is missed. Training time should be seen as high priority.
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Student Absenteeism Policy

Students are required to notifesigner Liféeam prior to the commencement of the fa¢e-face training
sessions if they are unable to attend.

Students must abide these conditions as follows:

1. Students who are absent on the date of assessment must Hoé&gigner Lifef their inability to
attend prior to the assessment time.

2. Students who know in advance that an assessment date cannot be met must iDésigner Life
prior to the assessmerdate.

QLIENTSELECTION ANBNROLMENPROCEDURE

Client selection

Enrolment and admission into some Designes trdining programs is subject to meeting certain
prerequisite conditions and/or entry requirements. Specific details of the prerequisites pertaining to these
training programs are contained in individual course documentation and are made availableprior t
enrolment.

In the case that a potential student does not meet the prerequisite conditions and/or entry requirements,
Designer Life staff will assist them in understandingahernativeoptionsavailable to them Any questions
regarding these arrangemes can be addressed by Trainers or DesigneMafieagement.

Application to Enrol

The Enrolment procedure commences when a student contacts Designer Life expressing interest in a training
program(s). Designer Life staff will respond by dispatching bgidaimeans an enrolment form, student
handbook, literature on the program(s) being considered and any other documentation which may be
relevant.

Enrolment applications will then be assessed to ensure that the student meets any prerequisites and/or
entry requirements that have been set for the selected course. Students will be informed of successful
enrolment and sent information on the course and their course induction. Students who do not meet the
prerequisites for the selected course will be notifiedtodir unsuccessful enrolment and invited to contact
Designer Life to discuss their training needs and alternative opportunities.

Pre-course evaluatio

A precourse evaluation of each student is conducted. Questions are designed to identify the stngedss
andwill allowDesigner Life staff membets evaluate any requirements the student may have to improve
their learning experience and outcome.

Based on the informatiogathered througtthe enrolment form, interviewand any other relevant
correspondene and conversatios) Designer Life staff and management may offer additional sugpdhte
student.
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Examples of the support services may include:

=

Study support and study skills programs

Language, literacy and numeracy (LLN) programneferrals to appropriate programs
Equipment, resources and / or programs to increase access for students with disabilities
Learning resource centres

Mediation services or referral to appropriate services

Flexible scheduling and delivery of training anceasment

Explanation of the expected enrolment time frames

Counselling services or referral to appropriate services

Information technology support

Learning materials in alternative formats i.e. large print

=A =4 =4 4 4 -4 4 -4 -4 -

Learning and assessment progracostomised to the workplace
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