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COLLEGE CODE

INTRODUCTION

Welcome to The Sunshine Coast Business Academy which is a registered
training provider under the Australian Quality Training Framework, and which has
been providing training in business administration and management since 1987.
By providing quality training which assists its graduates into employment, it has
deservedly earned a reputation as one of the ‘Leaders in Training’ on the
Sunshine Coast.

The external courses offered are designed and well suited to Graduates who wish
to work in a variety of occupations. All courses are nationally recognised under
the Vocational Education Training & Employment Act 2000, and are approved for
Austudy/Abstudy assistance.

The teaching staff are qualified and have specific industry experience in those
areas which they teach/instruct. Teachers and Instructors must meet strict criteria
before being accepted to teach at the College.

Management and Staff at The Sunshine Coast Business Academy are committed
to providing you, the student, with the knowledge, skills and practical experience
which will take you successfully into the workplace.

As Principal of the Sunshine Coast Business Academy, I welcome you, and look
forward to taking part in furthering your training for employment, and a career.

Principal Leigh Rachow
- Bachelor of Adult Vocational Teaching
- Masters of Professional Education & Training
- Certificate IV in Workplace Assessment & Training
- Diploma in Management
- Certificate IV in Small Business Management

Office Administration Julie Holt
- Certificate IV in Business (Administration)
- Certificate IV in Workplace Assessment & Training

CODE OF PRACTICE

As a Registered Training Organisation, The Sunshine Coast Business Academy has
agreed to operate within the Principles and Standards of the Australian Quality
Training Framework. This includes a commitment to recognise the training
qualifications issued by other Registered Training Organisations.
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Legislative Requirements

The Sunshine Coast Business Academy will meet all legislative requirements of State
and Federal Government. In particular, Workplace Health and Safety, Workplace
Relations and Vocational Placement Standards will be met at all times. Information on
these requirements are located in the Student Handbook under Social, Industrial and
Legal Issues.

Access and Equity

All students 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 student 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 and outcomes of the course, based on their
qualifications and experience.

Quality Management Focus

The Sunshine Coast Business Academy has a commitment to providing a quality
service and a focus on continuous improvement. We value feedback from student,
staff and employers for incorporation into future programs.

Client Service

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

Our quality focus includes a Recognition of Prior Learning/Credit Transfer Policy, a fair
and equitable Refund Policy, a Grievance and Appeal Policy, an Access and Equity
Policy and student welfare and guidance services. Where necessary, arrangements
will be made for those clients requiring language, 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.

Our student information will ensure that all fees and charges are known to students
before enrolment, that course content and assessment procedures are explained, that
vocational outcomes are outlined, and that a training plan is developed in conjunction
with our consultant and student.
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External Review

The Sunshine Coast Business Academy has agreed to participate in external
monitoring and audit processes required by the state training agency. This covers
random quality audits, audit following complaint and audit for the purposes of re-
registration.

Management and Administration

The Sunshine Coast Business Academy has policies and management strategies
which ensure sound financial and administrative practices. Management guarantees
the organisation’s sound financial position and safeguards student fees until used for
training/assessment. We have a Refund Policy which is fair and equitable. Student
records are managed securely and confidentially and are available for student perusal
on request. The Sunshine Coast Business Academy has adequate insurance policies.

Marketing and Advertising

The Sunshine Coast Business Academy 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

The Sunshine Coast Business Academy 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 training
materials and learning resources will be utilised to ensure the learning environment is
conducive to the success of students.

Sanctions

The Sunshine Coast Business Academy 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.

Our commitment is absolute, and we will at all times strive to maintain and abide by the
provisions of our Code of Practice.

College Closure
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The Sunshine Coast Business Academy closes for business during the Easter
School Break and a four week period during the Christmas/New Year Break of
each year.

Office Hours

Monday to Friday, 9:00 am to 4:30 pm. Teaching staff are usually available
during those hours.

ENROLMENT PROCEDURES/ADMINISTRATION CRITERIA

Student Handbook

This Handbook has been designed to ensure all areas of policy and procedures
are detailed in writing as well as being discussed at the interview. It is the
responsibility of the student to ensure that the contents of the Handbook are
clearly understood, otherwise the right of appeal or grievance could be forfeited.

External Students

It is recommended that all students discuss their learning requirements with the
Principal prior to registration and commencement, so that the student can be
made aware of the course certification, competency levels required, and other
information relevant to the course curriculum and college policies.

Trainee Students

Trainee students, registered under the New Apprenticeship Scheme as an
existing employee, will still need to comply with certain enrolment procedures, ie.
interview etc. However interviews are usually conducted at the workplace with
the employer in attendance. At this interview, trainees and employers are made
aware of all details stated above, together with additional information on their
roles and responsibilities as trainee and employer. A training plan will be
developed which will provide program details, assessment strategies and
timeframes.

Language, Literacy & Numeracy

Students may be required to undertake an assessment to assist us in identifying
the student’s level of language, numeracy and literacy. Support and assistance in
these areas will be provided if required.
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Course Entry Levels

Entry Requirements – Certificate Level

There are no mandatory requirements for entry to Certificate Level courses, but
sound skills in numeracy and literacy would be an advantage.

Entry Requirements – Diploma Level

Although there are no specific entry requirements, students must demonstrate
competency in specified units from Certificate II, Certificate III and Certificate IV in
Business.

Course Award/Certification

Upon successful completion of Certificate or Diploma Level Courses, the student
will be issued with a Certificate (i.e. Certificate II in Business) or Diploma (i.e.
Diploma of Business). A list of all units competently undertaken in order to
achieve certification will be annexed to this qualification. No percentages will be
listed on courses accredited under the competency based training method. A ‘C’
will be used to denote ‘competency’ or ‘NYC’ will be used to denote a person as
‘not yet competent’ in that particular unit.

Students must satisfactorily demonstrate competence in all specified core units
as well as the elective unit/s chosen to gain Certification on completion of the
program.

Any student not attaining the required competencies, will receive a ‘Statement of
Attainment’ which clearly sets out the units covered and the results achieved.

Students who progress rapidly or who are granted credit for prior learning may
also undertake extension units at a higher level or chosen from other elective
units on offer at the same level.

COURSE ASSESSMENT/COMPETENCY LEVELS

All programs conducted by The Sunshine Coast Business Academy are based on
a competency based approach to teaching and each of these competencies are
assessed individually.

A variety of assessment methods will be utilised throughout the delivery of
individual competencies. Assessment is conducted by the relevant
teacher/instructor/assessor as and when the individual student is ready.
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Each competency is assessed using a combination of continuous assessment
throughout the delivery of the program as well as a final assessment on
completion.
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DISCIPLINARY ACTIONS

Cheating

Please note that cheating in any form or manner will not be tolerated at this
training centre. Any student found cheating on any assessments will be instantly
dismissed, will not be allowed to resit the assessment, and will not be awarded
the Qualification or any Statement of Attainment/Results for any other
assessments completed prior to the cheating incident and there will be no refund
of fees for any studies not completed.

Misconduct

Incidents of misconduct will not be tolerated in any form or manner at this training
centre. The term misconduct may include behavioural or attitudinal problems
associated with the treatment of staff, students, resources. Where misconduct is
known by a member of staff or a student, or is suspected by a member of staff or
a student on reasonable grounds to have been committed, by a student:-

(a) the member of staff (if not the Principal) or the student shall report the
misconduct in writing to the Principal who shall make such enquiries
into the alleged misconduct as the Principal thinks necessary; and

(b) If enquiries ascertain misconduct has occurred the following actions
may be taken against that student/students who caused the
misconduct :

i. Instant dismissal from the course/training program without
any refund of fees for any studies not completed

ii. Suspension from the course/training program for a period of
time commensurate with the incident

iii. Parent and/or legal guardian/employer called for an
interview

iv. Department of Training will be notified and requested to
direct this training centre in further actions.

College Assessment

All students who undertake assessment at The Sunshine Coast Business
Academy will be awarded Competent, if the competency has been successfully
completed or Not Yet Competent, if the competency has not been successfully
completed.

Progress reports, results or outcomes are available to students upon request.
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Workplace Assessment

For those trainees/students undertaking a ‘work based’ training program (ie
Traineeship) assessment procedures will be discussed and outlined on the
Training Plan. Assessment strategies could include a combination of
observation, demonstration, work samples, questioning and answering, work-
based projects, written assessment etc. All workplace assessments will be
undertaken by a qualified ‘workplace assessor’.

Should the student fail to reach the required competency levels, then they have
the opportunity to be re-assessed at a later stage.

Because of the practical nature of some units, assessment will be based on
participation and the successful completion/performance of the various tasks
assigned throughout the delivery of these units.

Vocational Placement

Vocational Placements involve placing students, for up to 240 hours per year, in a
work environment. It gives students undertaking study the opportunity to
demonstrate that they can apply the skills they have learned in the classroom.
Vocational Placements give students the opportunity to gain practical experience
in a field they have been studying, while giving employers the opportunity to see
how a student performs on-the-job.

Though not a planned outcome of vocational placement, it is not uncommon for
employers to hire students who have undertaken a vocational placement with
them. Students in a vocational placement are not considered employees of the
employer (placement person) and do not have to be paid whilst undertaking their
vocational placement.

Vocational Placement and work experience do not offer the same type of
opportunities for students. Work experience may be more informal, while a
student undertaking a vocational placement will need a training plan that sets out
the competencies they will use and demonstrate during the placement.

Vocational Placement is not compulsory and is not applicable for all courses.

Lost Certificates

Should any Student mislay or lose the original Certificate or Statement, a new
one will be issued at a cost of $55-00 including GST.
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COURSE FEES AND BOOK FEES

Fees Paid in Advance

The Sunshine Coast Business Academy has a “Fees Paid in Advance” policy.
This policy protects tuition fees, paid in advance and prior to course
commencement. Fees are not transferable to the college until the student
commences training.

Student Records

Student assessment records/results are available on request. Students can
obtain this access by contacting Administration.

Tuition Fees

Student Tuition fees and the nominated book fee will be confirmed by a Tax
Invoice and are payable prior to the day of commencement of the course unless
other arrangements have been made. Students will be advised of all Course fees
etc at the initial enrolment interview.

Courses over 10 weeks duration are divided into terms, eg:

Certificate III in Business - 2 terms
Certificate IV in Business - 3 terms
Diploma of Business - 5 terms

Course fees may be paid per term, at the commencement of each term, but these
arrangements must be discussed at the initial interview.

Non-payment of course fees will result in the student not commencing or
continuing until all outstanding fees are paid.

Refund Policy

General Students:

The Sunshine Coast Business Academy has a refund policy in place which is
believed to be fair and equitable, as set out hereunder:

1. An initial non-refundable enrolment fee of $200 will apply to all courses,
payable 3 weeks before course commencement.

2. All fees including the non-refundable deposit will be refunded in full to
students should The Sunshine Coast Business Academy cancel or
discontinue a course for any reason.

3. If a refund is requested 7 days before the course commences, a full
refund, minus an administration fee of $100, and any costs incurred for
reference and text books will be given.
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3. Assessment of the evidence supplied will then be made. A range of
techniques may be used to assess this evidence.

Depending on the pre-existing skills levels, the student may then enter and exit
the program at different points with respect to specific competencies.

A fee for Recognised Prior Learning applies.

CREDIT TRANSFER

Students may apply for a Credit Transfer for any subject. Credit Transfers may be
granted only in respect of an equivalent subject successfully completed in a
recognised Educational Institution.

To apply for a Credit Transfer, students must enrol and complete an Application
for RPL/Credit Transfer form and attach certified copies of academic
qualifications completed. It may also be required that students supply unit
outlines for the units completed.

This form must be submitted to the Principal four (4) weeks prior to the start of the
training program.

SOCIAL, INDUSTRIAL & LEGAL ISSUES

Social Issues

The Sunshine Coast Business Academy incorporates within its philosophy a
social responsibility in matters of ethics, equal employment opportunity, anti-
discrimination and social justice.
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Anti Discrimination

The Anti-Discrimination Act is designed to promote equal opportunity for
everyone by protecting them from unfair discrimination in certain areas of activity
and from sexual harassment and certain associated objectionable conduct.

Be aware that you may not discriminate for or against any person on the basis of:
sex, marital status, pregnancy, parental status, breastfeeding, age, race,
impairment, religion, political belief or activity, trade union activity or lawful sexual
activity.

This policy applies to all students and clients of The Sunshine Coast Business
Academy. If you are in any doubt about the interpretation of what might constitute
discrimination, speak to the Principal.

Sexual Harassment

Under the Queensland Anti-Discrimination Act and the Federal Sex Discrimination
Act, sexual harassment is against the law.

All staff must ensure that all employees and clients are treated equitably and are
not subject to sexual harassment. They must also ensure that people who make
complaints, or witnesses, are not victimised in any way.

Any report of sexual harassment will be treated seriously and investigated
promptly by SCBA management. A written complaint is not required.

Disciplinary action will be taken against anyone who sexually harasses a co-
worker or client. The nature of disciplinary action will depend on the
circumstances.

Sexual harassment is any form of sexual attention that is unwelcome. It may be
unwelcome touching or other physical contact, remarks with sexual connotations,
smutty jokes, requests for sexual favours, leering or the display of offensive
material such as pictures, posters or computer graphics.

Sexual harassment has nothing to do with mutual attractions. Such friendships
are a private matter.

Sexual harassment can be a single incident - it depends on the circumstances.
Obviously some actions or remarks are so offensive that they constitute sexual
harassment in themselves, even if they are not repeated.

Other single incidents, such as an unwanted invitation out or compliment, may not
constitute harassment if they are not repeated.
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ACCESS & EQUITY POLICY

Policy

Management and Staff of The Sunshine Coast Business Academy will meet the needs of
individuals, and the community as a whole through the integration of access and equity
guidelines. We will ensure that equity principles for all people are implemented through the fair
allocation of resource and the right to equality of opportunity without discrimination. We will
increase opportunities for people to participate in the vocational education and training system,
and in associated decisions which affect their lives. We will implement customer oriented
conservation programs and target the specific needs of market segments in enhancing the
economic development of the organisation.

Procedures

1. Ensure the establishment of non-discriminatory student selection procedures which
encourage fair access for member of under-represented groups.

2. Ensure access and equity issues are considered during curriculum development

3. Provide access to staff development to assist trainers/teachers who deliver courses to
under-represented groups








