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Copyright Warning 

This product is copyrighted to Designer Life 
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Copyright laws and international treaties protect this publication. No part of this publication may be: 

¶ Stored in a retrieval system 

¶ Transmitted or reproduced in any way, including but not limited to photography, magnetic 

or other record, other than by an employee of Designer Life specifically for tasks related to 

their current employment with Designer Life with the prior agreement and express written 

permission of Designer Life 
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Phone: (07) 3333 2055 

Fax: (07) 3203 7069 

Email: info@designerlife.com.au 

Web: www.designerlife.com.au 
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VISION 

 

To continue as one of !ǳǎǘǊŀƭƛŀΩǎ ǇǊŜƳƛŜǊ ǘǊŀƛƴƛƴƎ ǇǊƻǾƛŘŜǊs for:  

¶ Indigenous Australians; 

¶ Early school-leavers; 

¶ The long-term unemployed; and  

¶ Disadvantaged Australians. 

 

MISSION 

 

To achieve our vision by 2025.  

This will be achieved by delivering unsurpassed levels of client care, and innovative comprehensive training, 

ǘƘŀǘ ƛǎ ǘŀƛƭƻǊŜŘ ǘƻ ƻǳǊ ŎƭƛŜƴǘǎΩ ŘƛǾŜǊǎŜ ƴŜŜŘǎΦ ²Ŝ ǿƛƭƭ ƻǇǘƛƳƛǎŜ ŜƳǇƭƻȅƳŜƴǘ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŦƻǊ ƻǳǊ clients, and 

robustly prepare them for stable on-going employment that will lead to independence and financial stability. 
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INTRODUCTION 

 

Message from the Chief Executive 

As Chief Executive of this organisation, I assure students of my full support for the implementation of all 

quality, management and operational functions articulated in this student handbook.  I welcome your input 

and am confident that myself and the Designer Life team will adhere to our philosophy of continuous quality 

improvement in all aǎǇŜŎǘǎ ƻŦ 5ŜǎƛƎƴŜǊ [ƛŦŜΩǎ ƻǇŜǊŀǘƛƻƴǎΦ 

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 

ensure compliance 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 

 

Context 

!ǳǎǘǊŀƭƛŀƴ {ƪƛƭƭǎ vǳŀƭƛǘȅ !ǳǘƘƻǊƛǘȅ ό!{v!ύ ƛǎ ǘƘŜ bŀǘƛƻƴŀƭ ǊŜƎǳƭŀǘƻǊ ŦƻǊ !ǳǎǘǊŀƭƛŀΩǎ Vocational Education and 

Training sector. ASQA regulates courses and training providers according to the Standards for Registered 

Training Organisations 2015 to ensure 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 following. The prices listed are for 

full fee paying students, subsidies may apply to some courses for eligible students: 

CODE TITLE PRICE 

BSB10115 Certificate I in Business $900 

BSB20115 Certificate II in Business $1200 

BSB30115 Certificate III in Business $1800 

BSB20215 Certificate II in Customer Engagement $1200 

BSB30215 Certificate III in Customer Engagement $1800 

BSB30415 Certificate III in Business Administration $1800 

BSB30220 Certificate III in Entrepreneurship and New Business $2000 

BSB40320 Certificate IV in Entrepreneurship and New Business $2500 

CHC22015 Certificate II in Community Services $1800 

CHC32015 Certificate III in Community Services $2400 

CHC33015 Certificate III in Individual Support $2800 

CHC30213 Certificate III in Education Support $2700 

CHC41215 Certificate IV in Career Development $2000 

CPP20617 Certificate II in Cleaning  $1200 

CPP30316 Certificate III in Cleaning Operations $1800 

FSK10219 Certificate I in Skills for Vocational Pathways $900 

FSK20119 Certificate II in Skills for Work and Vocational Pathways $1400 

SHB20216 Certificate II in Salon Assistant $1800 

SIR20216 Certificate II in Retail Services $1200 

SIR30216 Certificate III in Retail $1800 

SIT20316 Certificate II in Hospitality $1500 

SIT30616 Certificate III in Hospitality $2200 

CHCSS00081 Induction to Disability $750 

SITHFAB002 Provide responsible service of alcohol $150 

SITHGAM001 Provide responsible gambling services $150 

Barista Course $550 

 

For more information on the cost of obtaining a qualification through Recognition of Prior Learning please 

see the RPL Fees section of the Handbook. 
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CLIENT SERVICES 

 

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

and assessment journey. This commitment is based on a client focused operation that produces the best 

possible outcome for students. Designer Life will ensure students are 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 provide students with 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 

requirement that alƭ ǎǘŀŦŦ ƳŜƳōŜǊǎ Řƻ ǘƘŜƛǊ ǳǘƳƻǎǘ ǘƻ ƳŜŜǘ ǘƘŜ ƴŜŜŘǎ ƻŦ ǎǘǳŘŜƴǘǎΦ ²ƘŜǊŜ ŀ ǎǘǳŘŜƴǘΩǎ ƴŜŜŘ 

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 specialised training 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 enrolling in. Designer Life has in 

place a process and mechanism to provide all clients information about the training, assessment and support 

services to be provided, and about their rights and obligations, prior to enrolment or entering into an 

agreement. 
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In summary, Designer Life will provide: 

¶ Training programs and services that promote inclusion and are free from discrimination 

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

¶ Consideration of each individualΩs needs to provide the best opportunity for skill development 
and attainment of qualifications that can lead to further training or employment 

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

¶ Consideration of ǘƘŜ ǾƛŜǿǎ ƻŦ ǎǘǳŘŜƴǘǎΩ ŎƻƳƳǳƴƛǘȅΣ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎƛŜǎ ŀƴŘ ƻǊƎŀƴƛǎŀǘƛƻƴǎΣ ŀƴŘ 
industry when planning training programs 

¶ Information and course materials are readily available and are presented in an easily understood 
format 

¶ Information to assist students in 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 course in which they are enrolled, or 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 Numeracy (LLN) programs, or 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 training and assessment 

¶ Counselling services or referrals to these services 

¶ Information technology (IT) support 

¶ Learning materials in alternative formats, for example, in large print 

¶ Learning and assessment programs customised to the workplace 

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

enable the student to make informed decisions about undertaking training with Designer Life. This 

information will be clear and readily available in print or as an electronic format. 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 specific to each student: 

¶ The code, title and currency of the AQF qualification, skill set or VET course in which the student 
is to be enrolled, as published on the National Register. 

¶ The services the RTO will provide to the student including the: 

¶ estimated duration of the services  

¶ expected locations at which the services will be provided 

¶ expected modes of delivery 

¶ The ǎǘǳŘŜƴǘΩǎ obligations, including any requirements that the student needs to meet to enter 
and successfully complete their chosen AQF qualification, skill set or VET course. 

¶ Any materials and equipment that the student must provide.  

¶ The educational and support services available to the student. 

Where there are any changes to agreed services, Designer Life will advise the student as soon as practicable, 

including in relation to any new third-party 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 chosen 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, affected students will be formally notified of the 

arrangements, and an agreement to those arrangements, including any refund of fees, will be obtained.  

FEEDBACK AND CONTINUOUS IMPROVEMENT 

The CEO recognises that opportunities for improvement may arise in every aspect 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, student suggestions, 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 to give feedback throughout their 

enrolment. 

In order to encourage and achieve continuous improvement based on the collection of the above-mentioned 

data, Designer Life has developed a best practice register which includes a written record of all improvement 

strategies.  
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ACCESS AND EQUITY 

Designer Life is committed to practicing fairness and providing an equal opportunity for all current and 

potential students to access and participate in learning, and to achieve their learning outcomes regardless of 

age, gender, cultural or ethnic background, disability, sexuality, language skills, literacy or numeracy level, 

unemployment, imprisonment or remote location that may present a barrier to access, or any other 

perceived difference in class or category.  

Designer Life ensures that its practices are as inclusive as possible and do not unreasonably prevent any 

clients from accessing its services. Designer Life will address access and equity matters as a nominated part 

of operational duties. 

If a student identifies with one 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 returning to education and training 

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

¶ Young people aged 15 to 25 

¶ Australian South Sea Islanders 

¶ Parental job seekers 

¶ People with English language, literacy and numeracy needs 

¶ Mature aged workers who require up-skilling 

¶ Long term unemployed and disadvantaged jobseekers 

¶ People from different cultural and ethnic backgrounds 

¶ People who speak a language other than English 

Designer Life has developed this handbook to 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 Designer Life staff member. Students 

are made aware of the access and equity policy via this handbook and informed of their rights to receive 

access and equity support, and to request further information. 

Designer Life access and equity policies are in place to ensure that training opportunities are offered to all 

people on an equal and fair basis in all circumstances, irrespective of their gender, culture, linguistic 

background, race, socio-economic background, disability, age, marital status, pregnancy, sexual orientation 

ƻǊ ŎŀǊŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ 
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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 

access and eǉǳƛǘȅΣ ƻǊ ōŜƭƛŜǾŜǎ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ǘǊŜŀǘŜŘ ǳƴŦŀƛǊƭȅΣ ǘƘŜȅ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ 5ŜǎƛƎƴŜǊ [ƛŦŜΩǎ 

management for consultation. 

Language, Literacy and Numeracy Assistance 

Designer Life course information and learning materials contain written documentation and in some cases, 

numerical calculations.  

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

and performing calculations. Prior to enrolment, all students will complete a language, literacy and 

nǳƳŜǊŀŎȅ ǘŜǎǘ ƛƴ ƻǊŘŜǊ ǘƻ ŀǎǎŜǎǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŜǾŜƭ ƻŦ ŀōƛƭƛǘȅ. This process is to ensure that all students who 

commence a training program possess the skills required to understand the presented material and 

complete assessments.  

Designer Life will endeavour to provide assistance to students having difficulty with language, literacy or 

ƴǳƳŜǊŀŎȅ ǘƻ ŀŎŎƻƳƳƻŘŀǘŜ ǘƘŜƛǊ ƴŜŜŘǎΦ Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ŀ ǎǘǳŘŜƴǘΩǎ ƴŜŜŘǎ ŜȄŎŜŜŘ ǘƘŜ ŀōƛƭƛǘȅ ƻŦ 5ŜǎƛƎƴŜǊ 

Life staff to assist, the student will be referred to an external support agency, so they have the opportunity 

to obtain the skills required to complete the training program. 
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STUDENT SUPPORT 

Student support policy 

Designer Life will make all reasonable efforts and utilise a variety of available methods to assist all students 

in their efforts to complete training programs. Designer Life will determine the support needs of individual 

students and provide access to the educational and support services necessary for the individual student to 

meet the requirements of the AQF qualification, skill set, 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 responsible for ensuring that all students are aware they can contact their trainer, or other 

Designer Life staff members, in the event that they are experiencing difficulties with any aspect of their 

studies. Staff will ensure students have access to the full resources 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 

contact Designer Life who will provide discreet, personalised and confidential assistance as according to the 

nature of the difficulties. 

Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ŀ ǎǘǳŘŜƴǘΩǎ ƴŜŜŘǎ ŜȄŎŜŜŘ ǘƘŜ ŎŀǇŀŎƛǘȅ ƻŦ ǘƘŜ ǎǳǇǇƻǊǘ ǎŜǊǾƛŎŜǎ 5ŜǎƛƎƴŜǊ [ƛŦŜ Ŏŀƴ ƻŦŦŜǊΣ ǘƘŜȅ 

will be referred to 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 difficulty learning 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 adjustments to their 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 adjustments to teaching and assessment methods may include but are not limited to; having a 

ǘǊŀƛƴŜǊ ǊŜŀŘ ŀǎǎŜǎǎƳŜƴǘ ƳŀǘŜǊƛŀƭǎ ǘƻ ǎǘǳŘŜƴǘǎΣ ƘŀǾƛƴƎ ŀ ǎǘǳŘŜƴǘΩǎ ǎǇƻƪŜƴ ǊŜǎǇƻƴǎŜǎ ǘƻ ŀǎǎŜǎǎƳŜƴǘ ǉǳŜǎǘƛƻƴǎ 

recorded or allowing a student to sit for an assessment alone in a different room. 

Designer Life staff will pursue any reasonable means within their ability to assist students in achieving the 

ǊŜǉǳƛǊŜŘ ŎƻƳǇŜǘŜƴŎȅ ǎǘŀƴŘŀǊŘǎΦ Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ŀ ǎǘǳŘŜƴǘΩǎ ƴŜŜŘǎ ŜȄŎŜŜŘ ǘƘŜ ŎŀǇŀŎƛǘȅ ƻŦ ǘƘŜ ǎǳǇǇƻǊǘ 

services Designer Life can offer, they will be referred to an appropriate external agency. 
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Reasonable adjustment 

Reasonable adjustment means adjustments that can be made to the way in which evidence of student 

performance can be collected. Whilst reasonable adjustments can be made in terms 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 irrespective 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 quality, 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 students observe the following principles whilst undertaking training and 

assessment: 

¶ Respect other students and the Trainer/Assessor 

¶ Feel free to contribute, but let everyone have their say 

¶ Not to cause disruption to the training and assessment process 

¶ All work should be the original work of the student 

¶ 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 Handbook. Designer Life expects all students to conduct themselves with 

honesty and integrity in all their dealings with staff and other students. This is especially important in the 

ǾŜǊƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ŀ ǎǘǳŘŜƴǘΩǎ work is genuinely their own. This environment of mutual respect and 

understanding is important to foster the learning process, and it is all of our responsibility to maintain. 

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

misconduct and may result in disciplinary action. All notices and notes of verbal discussions relating to 

ƳƛǎŎƻƴŘǳŎǘ ŀƴŘ ŎƻǳƴǎŜƭƭƛƴƎ ǎŜǎǎƛƻƴǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǎǘǳŘŜƴǘ ŦƛƭŜΦ  

Designer Life Management advises any trainer or staff member who is dissatisfied with the behaviour or 

performance of a student that they have the authority to: 

¶ Warn the student that their behaviour is unsuitable; or 

¶ Advise the student to leave the room for break and return after a few minutes once they have 
modified their behaviour. 

If a student wishes to object or lodge an appeal against the disciplinary action taken, they have the right and 

opportunity to follow the Designer Life complaint procedure. Designer Life staff are expected to maintain a 

professional and ethical working relationship with all other staff members, 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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PLAGIARISM, COLLUSION AND CHEATING 

This policy will clearly describe the steps that Designer Life takes when plagiarism, collusion or cheating are 

suspected or identified to: 

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

¶ Ensure that Designer Life takes responsibility for informing students about what constitutes 
plagiarism, collusion and cheating in assessment. 

¶ Establish practices that recognise and counter plagiarism, collusion and cheating in order to 
quality assure Designer Life assessment protocols. 

Plagiarism ƛǎ ǘƻ ǘŀƪŜ ǎƻƳŜƻƴŜΩǎ ǿƻǊŘǎ ƻǊ ƛŘŜŀǎ ƻǊ ƻǘƘŜǊ ƳŀǘŜǊƛŀƭǎ ŀƴŘ ǇǊŜǎŜƴǘ ǘƘŜƳ ŀǎ ȅƻǳǊ ƻǿƴΦ 

Collusion is an understanding or agreement between two or more people to intentionally cooperate to gain 

an unfair advantage in assessment and may include: 

¶ Unauthorised and unacknowledged joint authorship in an assessment task. 

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

Cheating in an examination/simulated environment is to seek to obtain an unfair advantage in an 

examination or test. 

Referencing is a standardised method of acknowledging the sources of information and ideas and other 

material used in an assignment. 

Suspension is exclusion from participating in Designer Life 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 

accepǘŀōƭŜΦ ¸ƻǳ Ƴǳǎǘ Ŧƻƭƭƻǿ ŎƻǊǊŜŎǘ ǊŜŦŜǊŜƴŎƛƴƎ ƎǳƛŘŜƭƛƴŜǎ ƛŦ ȅƻǳ ǘŀƪŜ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ƛŘŜŀ ŀƴŘ Ǉǳǘ ƛǘ ƛƴǘƻ 

your own words. 

¶ All students are required to submit work that is their own. 

¶ Plagiarism, collusion and cheating constitute academic misconduct, for which penalties may be 
applied. 

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

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

¶ Countering plagiarism, collusion and cheating is the shared responsibility of both staff and 
students. 
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Trainer/Assessors are responsible: 

¶ For explaining referencing, and for identifying and reporting plagiarism, cheating and collusion. 

¶ 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. 

¶ To report suspected plagiarism to the Designer Life Management Team. 

Students are responsible: 

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

¶ To avoid presenting work done in collusion with another person or persons as solely their own 
work. 

¶ 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. 

¶ 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 OVERVIEW 

What courses are offered? 

Please refer to the Qualifications section for a full list of courses currently offered 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 delivered using a combination of the following methods:  

¶ Face-to-face classroom training 

¶ Blended learning 

¶ Online learning 

¶ Workplace delivery 

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 details prior to completing enrolment.  Designer Life staff will ensure that all students are fully aware 

ƻŦ ŎƻǳǊǎŜ ŘŜǘŀƛƭǎ ŀƴŘ ŘǳǊŀǘƛƻƴ ǇǊƛƻǊ ǘƻ ŦƛƴŀƭƛǎƛƴƎ ŀ ǎǘǳŘŜƴǘΩǎ ŜƴǊƻƭƳŜƴǘΦ 

Course Extension Policy 

Applications for extensions to the standard enrolment period will be assessed on an individual basis. 

Applications must be received in writing and must state ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŀǎƻƴǎ ŦƻǊ ŀǇǇƭȅƛƴƎ ŦƻǊ the extension. 

Enrolment extensions may be granted where reasonable cause of inability to complete is provided.  

The total period of the extension provided will depend the individual circumstances of the student and the 

reason they have applied for the extension. However, students will only be able to apply for a maximum 

extension of six (6) months. Students will only 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 applied and been approved for an extension to their enrolment period and has still not 

successfully completed their course at the conclusion of the extension their case will be reviewed by 

Designer Life management. 

Student Attendance Policy 

!ǘǘŜƴŘŀƴŎŜ ƛǎ ŀƴ ŜǎǎŜƴǘƛŀƭ ŜƭŜƳŜƴǘ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ ǇǊƻƎǊŀƳ ŦƻǊ ŦŀŎŜ-to-face training courses. It is important 

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. 

https://training.gov.au/Organisation/Details/32502
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Student Absenteeism Policy 

Students are required to notify Designer Life team prior to the commencement of the face-to-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 notify Designer Life of their inability to 

attend prior to the assessment time. 

2. Students who know in advance that an assessment date cannot be met must inform Designer Life 

prior to the assessment date. 

CLIENT SELECTION AND ENROLMENT PROCEDURE 

Client selection 

Enrolment and admission into some Designer Life training 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 available prior to 

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 understanding the alternative options available to them. Any questions 

regarding these arrangements can be addressed by Trainers or Designer Life Management. 

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 by suitable means 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 notified of their unsuccessful enrolment and invited to contact 

Designer Life to discuss their training needs and alternative opportunities. 

Pre-course evaluation 

A pre-course evaluation of each student is conducted. Questions are designed to identify the student's needs 

and will allow Designer Life staff members to evaluate any requirements the student may have to improve 

their learning experience and outcome.  

Based on the information gathered through the enrolment form, interview and any other relevant 

correspondence and conversations, Designer Life staff and management may offer additional support to the 

student. 
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Examples of the support services may include: 

¶ Study support and study skills programs 

¶ Language, literacy and numeracy (LLN) programs or referrals 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 and assessment 

¶ 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 

¶ Learning and assessment programs customised to the workplace 

 
























































































