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Pr em ium  ed uc at ion  a t  af fo r d ab le  p r ices!  
 
 
 
 

II Tôs Student  Inf orma tio n Guide appl ies to all nat ionally recognised Courses,  products a nd services 

that  lead to a formal  qualif icatio n (Cert ificate s of  Com ple t ion and State m ents of Att ainm ent )  un der 
the AQTF. 

 
Subje ct  to the condit ions proscr ibed un der the Copyright  Act  of Aust ra lia, no part  of this publi cat ion 
ma y, in any form  or by any m eans (elect ronic,  m echanical, m icro  copying, photo copying, recording 

or ot herwise), be reproduced, s to red in a ret r ieval  syste m  or t ransm itte d wit hout  prior writt en 
perm ission from I I T.  

 
You a gree that  the conte nt  of this Student  Inf orma t ion G uide doe s not  const itu te leg al  advice. You 
wil l need to seek your ow n leg al  advice to find ou t  how any of this Agreem ent  and regulat ions 
referr ed to apply to your par ti cular  circums tances.  

 
You are  deem ed to be legally boun d by our Privacy State m ent a nd the Terms  and Condi t ions 
contained in this Student Inf orma tio n G uide (c ollecti vely the Agreem ent )  that  govern the use of the 

Website, Student Enrolme nt  Form  and use of, purchase of and app licat ion to th e App roved Products 
and Services.  Furtherm ore, you are  dee m ed to be legally boun d by your use of the Websit e and/ or 
your agreem ent  to pay  and/ or Your select ion or acceptance of the Declara t ion in the Student 
Enrolm ent  Form,  together wit h the defini tio ns and the rules of int erpretat ion c ontained in thi s 
Agreem ent . In quir ies shoul d be add ressed di rectl y to:  

 

I n t er n at ion a l  I nst i t u t e o f Ed u cat ion  ( II T)  

Registere d Trainin g Organisat ion No. 2142 1 

www:  www .ii t .edu. au 

Ema il:  edu cati on@iit. edu. au 
 

Aus tra lia  

Phone:  130 0 883 346 

Fax:  03 867 7 6911 
 

I n t er n at ion a l  

Phone:  + 61 3 9095 77 60 

Fax:  + 61 3 867 7 6911 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.iit.edu.au/
mailto:education@iit.edu.au
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1.  I n t er n at ion a l   I ns t i t u t e   o f     Techn o log y  ï W elc om e!  
 

Welcome  and thank you for choosing the I nte rnatio nal  I nst it ute of Technol ogy (óII T)  as your 
preferr ed educatio n provi der and par tner in your pursuit  of a successfu l career in the financial 
services indust ry!  

 
In te rnatio nal  In stit ute of Techn olog y is a regi ste red t ra ining organisat ion (RTO #  21421 )  regi ste red 
by the Victo r ian Regi st ra t ion and Quali ficatio ns Authorit y (VRQA) to de liver com petency based 
t ra ining courses throughout  Aust ra lia.  

 
Our financial  plann ing courses are  all registe red on th e AS IC  Tr a in in g Re g ist er  and m eet  the fu ll 
requirem ents of Regulato ry G uide 14 6 (RG146 ).  Thi s was form erly kn own as Poli cy Statem ent  146 
(PS146 )  and can  be viewed at  http :// www. asic.gov. au/ eTra ining/ eTra in.n sf 

 

II T students are  held in the highest  regard  by the fin ancial  services indust ry  given the óreal worldô 

learning outcom es our s tudents learn  in relat ion to develo ping high levels of knowled ge and skill s.  

 
Our financial  servicesô t ra ining encom passes fin ancial  plann ing, acc ounti ng and business 
ma nagem ent .  II T off ers  natio nally recognised qual ificat ions through com plet ion of our courses 
wh ich are develo ped by  indust ry  experts through Natio nal  Training Packages,  wh ich  are 
governed by the Aust ra lian  Quali ficatio n and Tra ining Fram ework  (AQTF) . 

 

 

2.  W h at  cou r ses  a r e   we    r eg ist er ed   t o    d eliv er ? 
 

II Tôs range of courses has conti nu ed to expand and now has on the scope of registration :   
 

Å BSB6020 1 Advanced Diplom a of Business Managem ent  

 
FNS04  Fin an cia lSer v i ces  Tr a in ing  Pack ag e-  

Transitioning to FNS10  over this year.  
 

Å FNS6020 4 Advanced Diplom a of Account ing 

Å FNS5020 4 Diplom a of Account ing 

Å FNS4060 4 Cert ificat e IV in Finan cial Services (Account ing )  

Å FNS3030 4 Cert ificat e III  in Finan cial Services (Account s Cler ical)  

Å FNS5080 4 Diplom a of Finan cial Services (Finan cial Planning )  

Å FNS6040 4 Advanced Diplom a of Finan cial Servi ces (Fina ncial Planning)  

Å FNS4080 4 Cert ificat e IV in Finan cial Services (Finance/ Mortgag e Broking )  
Å  FNS50504 Diploma of Financial Services (Mortgage Broking Management)  
Å  Self Managed Superannuation Funds RG146 ASIC accredited course 

Å  Principles of Finance Applications -  Foreign Exchange RG146 course  
Å  Principles of Margin Lending RG146 outcome *newly assigned  
 

 
 

This Student  Inf orma tio n G uide is designed to give students a comprehensive un ders tanding of the 
Poli cies and Procedures of I I T.  All students m ust  be 18 year  of age or olde r to study at  II T. The 
courses are presente d in Engli sh only.  

http://www.asic.gov.au/eTraining/eTrain.nsf
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3.  W h y    ch oo se  II T  as   y ou r   p r ef err ed   ed u cat io n   p ro vid er ? 
 

The I nte rnatio nal  I nst itute of Techn olog y (óII Tô) is a regi stered t ra ining organisatio n (RTO Num ber 
214 21)  dedicated to the Accoun ti ng and Financial  Services In dust r ies.  II T has ope ra ted since 20 04 
and in that  ti me  we have  help ed ma ny Aust ra lians ob ta in natio nally recognised quali ficat ions in the 
areas of Accoun ti ng and Finance. 

 
Top reasons to study with II T!  

 
II T is authorised to provide:  

 
1.  Natio nally r ecognised  and  accr edit ed  quali ficati ons  un der  the  Aust ra lian  Quali ficatio ns 

Fram ework  (AQF);  

 
2.  Com pli ance t ra ining courses m eet ing the ski lls and kn owledg e t raining requirem ents as set  out 

under AS IC  Re gu lat o r y  Gu ide 14 6  (R G146 )  for those em ployed or seeking em ploym ent  in 

the financial plann ing indu st ry;  and 
 

3.  A pathw ay  to the Cer t i f ie d  Fi n an cial  Plann er  ( CFPÊ)  Prog r am , and ot her programs 
off ered by the Asso ciat ion  o f  Fi n an cial  Ad vise r s ( AFA)  as wel l as th e possibilit y of 
ar ti culat ion in to Univers it y level Bachelo r Deg rees.  

 
Nat ion al ly  Rec o gn ised  Co u r ses  t h at  p r ov id e Qu al i f i cat ion  Pat h w ays.  

 
II T is a Regi ste red Tra ining Organisatio n wit h a ll of our courses bei ng Natio nally Recognised and 
Accredit ed by both the State Governm ent  Bodies (a nd in the case  of our Financial  Services 
Courses)  recognised by the Aust ra lian  Securitie s and I nvestm ent  Comm ission (ASI C).  

 
Our Financial  Services Training Courses (FNS5080 4 and FNS60404 )  provides qualit y c om pete ncy 
based learning wh ich is re quired by ASI C to become ASI C RG146 / PS14 6 c omp liant . Therefore, all 
graduate s receive nat ionally recognised, indust ry  standard  quali ficatio ns.  

 

Le ar n i ng  ma de  simp l e and  f l ex ib le.  
 

Flexib le Tra ining wit h m ulti ple assessm ent  m et hods!  Students can  start  their  skill s-based Courses 
wh enever it  suit s them!  Our programs  are no t  ósemeste r basedô like old, t radi ti onal  provide rs -  you 
can  start  and com plete a course  wh en it  suit s you best .  You can  choose to un dertake our Courses 
by Distance Educatio n or in an óaccele ra ted ô Workshop wh ich is facilit ated by experienced, indust ry 
professionals wh o have óreal worldô experience. 

 
De l i ve r y  Met ho d s f o r  Le ar n i ng  and  Assessm ent  

 
II T off ers  students a var iet y of op t ions to choose from  wh en conside ring how they wish to 
un dertake one of our c ourses.  They are:  

 
Å Dista n ce  ( Self - Pac ed )  St ud y :  Distance or s el f-paced learning allo ws you to start  a course 

wh en it  suit s you best .  Moreover,  it  provide s you wit h the flexibi lit y to cont inu e wit h your 

other com mit ments in life, such as work, parenthood a nd social life.  BEST OF ALL -  this 
op t ion gives you have access to our experienced Student  Services Team  of experienced, 
finance professionals wh o can  discuss concept s,  conduct  skill -based role- plays a nd provide 
feedb ack  on any assessm ents subm itted . 

 
Å Acc ele r at ed  Le arn in g  (i n  W orks h ops) :  Face- to - face  workshops  create  a  fr iendly 

classr oom  env ironm ent  to enable learning in a ti me ly  and st ructured way.  I t  also allows 
you to óboun ce ide as aroun dô wit h ot her parti cipants ï not  to m ent ion the net working 
oppo rtun it ies!  Facilit ato rs are  indust ry  professionals wit h óreal worldô experience and take 
the t ime  to tell t he ówar  sto r iesô wh ich help explain the concepts.  We lim it  class sizes to 
ensure personalised service is provided. 

 
As there  are  no sem este r-based intakes you are  able to com mence your qualif icatio n at  a 
ti me  of your choosing. This also allows for you to achieve your quali ficat ion more  quickly as 

you are a ble to work  at  your own pace. 
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Our Facilit ators  are  skill ed at  ma king the classr oom experience int erac ti ve and provide real 

li fe exam ple s to sti m ulate inte rest . To be el igible for workshops suff icient  pre- reading is 
necessar y. Please refer  to the hours  that  are  relevant  to your course  selectio n. T he reading 
doe s no t  need to be conf ined to course  ma te rial  as lon g as it  pertains to the relevant  course 
area.  For instance reading the Maste r Financial  Plann ing Guide would be relevant  reading 
for Financial  Plann ing in Practi ce. Please no te tha t  to be eligib le to at te nd a  classr oom 
workshop, you m ust  have received the course  mate rial at  least  two weeks prior to the 

comm encem ent  date . Special  pi ck-up arra ngem ents requ ire  enrolm ent  three weeks prior to 
the comm encem ent  date . 

 
Å Re cogn i t ion  o f  Pr io r  Le arn in g  (R PL) :  A Unit  or Unit s of Com pete ncy in an accr edite d 

course  leading to an award  un der the AQTF can  be assessed by RPL. RPL assessm ent  is 
based on prior courses or t ra ining un dertaken wit hin the workplace, professional 
organisat ions or other recognised t ra ining provi ders.  Please see the RPL sectio n on the 
next  page. 

 
Å Ble nd ed  Tr a in in g :  This op t ion is best  for candid ate s wh o want  flexibilit y in their  study 

op t ions.  As such, t hey can com plet e the course  using any range of study m ode s,  such as 
com bining workshops,  distance educatio n, and RPL opt ions. 

 
Å Qu alifi cat ion  Pat hw ay s:  Many of the courses off ered by II T provide a pathway  leading to 

higher natio nally recognised quali ficat ions specifica lly designed to assist  wit h your car eer 
developm ent  in the Accoun ti ng and Financial Services In dust r ies.  

 
I n  Ho use  Tr ai n i ng  W o r k sh o ps  

 
II T deli vers  pr ivate and conf ide nti al  in-house t raining to corpora te clients upon reasonable 

no ti ce a nd subje ct  to m inim um  student nu m bers.  Course content  is custo m ised to a clie ntôs specifi c 
indust ry  to deliver enh anced learning outcom es wh ilst  st il l ma intaining ASI C and AQTF com pliance 
standards.  

 
Com fo r t ab le Faci l i t i es  and  Qu ali t y  Reso u r ces  

 
I n an inte nsive course  such as our workshops it  is im portant  that  students are  com fortable and 
relaxed. Hence, I I T  only  selects  venu es  /  t ra ining  facilitie s  that  provi de students  wit h the 
necessary  level of com fort  to ensure  eff ecti ve learning outcomes. All of our venu es are  locate d in or 
aroun d CBD locat ions in Aust ra lian  capit als.  

 
Our Facilit ato rs  use m odern  data proje ctors  and laptop c ompute rs  wh en de livering the relevant 
course ma te rial along with interactive whiteboards where possible.  

 
Compe t i t i v e and Aff o r d ab le  Pr icing  

 
II T ope ra te s an eff icient  and eff ecti ve business based ma inly on experienced , in-house, professional 
educato rs  wh o are  also the own ers  as wel l as incorpora ti ng óstate of the artô techn olog y resources 

to st reamline business processes.  Therefore, II T has none of the overheads associated wit h ot her 
large educat ion provide rs  and, as such, this enables I IT to deli ver qualit y t ra in ing and assessm ent 

at  an ext rem ely aff ordable pr ice. 
 

All c ourse prices include:  
 
Å Learning and Assessm ent  Mate rials delivered to your  doo r.  

Å Resource  Mate rials 

Å Assessm ents 
Å I ssuance a nd deli very  of t he Certi ficate /  State m ent  of Att ainm ent  /  Quali ficati on to your doo r.  

Å Post -course  suppo rt  to discuss and assess your future t ra ining and develop ment  need s.  

 
II T off ers  a var iet y of paym ent  opt ions including, discoun ts for fu ll upfront  QUALIFICATION 
enrolm ents,  or paym ent  plans enabli ng you to pay  per course  as you ma ke your way  through any 
of our quali ficatio ns.  
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There  are  NO hidde n fees or costs ï your enrolment fee covers  all your learning ma te rials, 

delivered di rect  to your doo r!  Some  of the paym ent  assistance plans we have a vailable are:  

 
Å Pa y m en t  p lan  -  Wit h the quali ficat ions off ered by II T you have the optio n of paying per 

course  ï for exam ple , if our Dip loma  level qualificat ion is com prised of 4 courses you can 
elect  to pay  for one at  a ti me  and not  necessar ily the wh ole 4 c ourses at  once. 

 
Å Fi n an cial  Ass is ta n ce  Plan  -  For inf orma tio n regarding governm ent - fun ded assistance, 

ple ase refer to the óENROLMENTò sectio n of this Student  Inf orma tio n Guide . 

 
Please refer to the website and available brochu res for each  Quali ficat ion (and the courses that 
com prise them)  for c urr ent  pr icing.  

 

St ud ent  Car e  an d  Su p po r t  Ser v ices.  
 

From your  ini ti al  contact  to graduat ion our  kn owledgeable Course  Advisers,  help fu l  m ento rs, 

indust ry-experienced Facil it ators  and expert  Distance Educatio n Assessors  wil l assist  you in any 
way  possibl e to ensure you reach  your goals.  

 
At  I IT our s tudent  service char te r ensures:  

 
Å Fast  Assessm en t :  Any assessm ents subm it te d are  assessed wi thin 5 working days to ensure 

you receive ti m ely feedb ack to ma ke certain you are on the r ight  t rack  wit h your t ra ining and 
assessm ent .  The feedb ack wil l incorpora te assessme nt  and study tip s to help you reach  your 
po tenti al. 

 
Å UNL IMIT ED Tele phon e Su ppo r t:  Students un der taking any of our courses have access to 

our experienced Student Suppo rt  Team  to assist  wit h any queries,  discuss concept s,  conduct 
skill -based role plays and provide feedb ack  on any assessm ents subm itt ed. Our m ento r 
suppo rt  syste m  is designed to help keep you m ot ivated. Our Distance Educat ion Assessors  are 
all indust ry professionals and have vast  am oun ts of experience. Each  one wil l provide a wealth 
of kn owledg e to students outside of just  m erely th e conte nt  of the course  ma te rials and 
students are  inv it ed to have a conv erse  wit h our Assessors  about  any queries the student  may 
have. 

 
Å Re gu lar  St u den t  New sle tt er s keepi ng you up to date wi th wh at 's happe ning not  only at  II T 

but  also acr oss the Accounti ng and Financial Services In dust ry. 
 
St ud ent  Reso u r ce  Requ i r em ents  

 
II T recomm ends that  all students have access to a com pute r and a reli able int ernet  conn ectio n. All 
students m ust  nom inate an ema il accoun t  that  is accessed on a regular  basis. Ema il is II Tôs primary 
m et hod of contact  wit h s tudents, however I IT do not  ema il large file s.  A free web based ema il 
add ress ( for exam ple , gm ail or hot m ail )  may  be sui ta ble for this purpose, as long as it  is checked 
on a regular  basis.  
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4.  Assess m en t   Pro ced u r e  
 

The skill s and kn owledg e required by a student  to demonst ra te they un ders tand the relevant 
un it (s) of com petency is assessed using three diff erent  m et hods,  and is the same  wh et her the 
student  chooses the workshop or distance educat ion op t ions.  These m et hods are as  follo ws:  

 
1. True/Fa lse, Multip le Choice Questio ns,  and Short  Answers  Questio ns in each  Chapte r;  

 
2. Role play(s)  dem onst ra t ing the skill s necessar y;  and 

 
3. Short  answer case s tudy. 

 
Students can  ma ke as m any atte m pt s as they like to demonst ra te the un it (s)  of com petency. 
There  are  no re-sit  for or any ot her addit ional  charges.  I f the student  has not  dem onst ra ted 
com petency afte r the thi rd  at tem pt it  wil l be recom m ended they set  an appoi ntment  wit h an 
Assessor for one-on-one m ento r and coaching to help explain the necessary  concept s.  

 
Course  Mate rials are c om prised of:  

 
1 . Cou rs e Ma n u al  

 
Students wil l be provi ded wit h a course  m anu al  corresponding to the m odule for wh ich you are 
enroll ed. Upon receip t of your course  fees you wil l receive this ma te rial  via courier to an add ress of 
your c hoosing. 

 
2 . Ass essm en t  Book le t  

 
Students wil l be provided wit h an answer boo klet  along wi th guidelines detailing how best  to 
com plete the required acti vit ies.  I f studying via Workshop these will be given to you by your 
Facilit ato r on comm encem ent  of the workshop, or if you are  studying via Distance Educatio n you 
wil l receive this by em ail, however we can  fax or m ail this to you upon your request . The 

assessm ent  boo kl et  wil l include the var ious assessm ent  acti vit ies you m ust  com ple te. 
 

Please not e that  if you are  com pleti ng assessm ents by corr espondence it  impera ti ve that  you keep 
eit her a dig ital or photocopy of your com plete d assessm ents for your personal  records before 
sending your coursework  to the II T te am  to be assessed. Subm issions are  genera lly assessed 
wit hin 5 working days.  

 
 

Role Play  I n f orm at ion  
 

Upon successfu l c om ple ti on of all  writte n assessm ents  s tudents m ust  deliver a  Role Play  to 
dem onst ra te their prac t ical skill s.  As det ailed in the course  ma te rials,  a student  wil l be presented 
wit h a parti cular  scenar io in wh ich they act  as an  indust ry  professional  deli vering inf orma t ion to a 
clie nt . The course ma te rials contain specific inst ru cti ons on how to com ple te the task. 

 
When com ple t ing a qualificat ion via Workshop, the Role Play  wil l be conducte d in a classr oom 
env ironm ent  wit h anot her student  or the facil itator. Alte rnati vely, if you are  com ple t ing the course 

by corr espondence you m ust  deli ver your r ole play  over the phone to an I IT Assessor.  
 
Ap p eal i ng  an As sess m ent  

 
I f in any circums tance you wish to challe nge your assessm ent  outcome  you m ay do so by s peaking 
wit h your assessor.  I f the ma tte r is not  resolved to  your sati sfact ion you may  present  your request 

in writi ng to the CEO. Your ma tte r will be resolved wit hin 5 working days and the outcome  wi ll be 
provided to you in writi ng. 



I I T_Stu dent  I nforma ti on Guide_130711  
Copyr ight  © 2011  I nterna tio nal I nst itute  of  Techn ology Pt y Ltd  

10 

 

 

 
 

 

5.  Recog n i t io n    o f    Pr io r   Lear n in g  ( RPL)  
 

This pathw ay  has ma ny nam es ï Skill s Recogni t ion, Recognit ion of Curr ent  Com pete nce (ROCC) 

and Recognit ion of Prior Learning (RPL).   W ith c om pete ncy based t raining ( wh ich t ra ining packages 
and nati onally recognised quali ficat ions are  based on),  the focus is wit h learners  dem onst ra t ing 
com petency in the specified areas.  Com pete ncy can  be dem onst ra te d by th e phy sical  ódoi ngô 
and/ or by evidence and docum entat ion that  documents the ódoingô.  That  is,  recogni t ion of prior 
learning can  be achieved through work experience, quali ficatio ns or kn owledge a nd skill s gained 

over ti me  in a specialised area.  
 

Tra ining Packages are  develo ped in consult at ion with indust ry a nd define the ou tcom es required of 
t ra ining throughout  Aust ra lia.  A Tra ining Package consists of three par ts:  

 
Å un it s of com pete ncy wh ich s pecify the knowledg e and skill s required in the workplace 

 
Å quali ficat ions wh ich are  awarded wh en a person achieves specifi ed com binatio ns of un it s of 

com petency 

 
Å assessm ent  guide lines wh ich are  designed to ensure  assessm ents are  thorough, consiste nt  and 

valid . 
 

Recognit ion is available fo r all Unit s of Com pete ncy in the all the qualificat ions off ered by II T.  The 
elem ents of com petency of each  un it  provide the RPL benchmar ks.  Candid ate s may  receive fu ll 
recognit ion or high standing for the com pete ncies required for a  quali ficatio n or un it  of com pete ncy. 

High s tanding r ecognises att ainm ent  of some  but  not  all com petencies for the course  or un it  of 
com petency. 

 
W h at  is  a u n i t  of  co m pe t en cy?  

 
A un it  of com pete ncy specif ies the kn owled ge and skills for a workplace outcome or act ivit y a nd the 
appli cat ion of these to the standard  of performa nce expecte d in the workplace. 

 
Each  un it  of com pete ncy is grouped into elem ents,  a series of work  acti vit ies or step s di rected 
to ward the achievem ent  of the overa ll outcome  of the un it .  For each elem ent , there  are  a nu m ber 
of performa nce cr iter ia that  specify the required level of performa nce in the workplace. T he cr it ical 
aspects of evidence usuall y reflect  the performa nce cr ite ria but  may  contain im portant , addit ional 
inf orma tio n required for dem onst ra t ion of com pete nce. 

 
The relat ionship of the elem ents,  performa nce cr iter ia and cr iti cal aspects of evide nce to the un it  of 
com petency is shown bel ow :  

 
 

Unit of competency 
 
 
 

 
Element 1 Element 2 

 
 

Å Performance Criteria 1 

Å Performance Criteria 2 

Å Performance Criteria 3 

Å Performance Criteria 1 

Å Performance Criteria 2 

 
 
 

Critical aspects of 
evidence 

 
Evide nce is any thing that  suppo rts a claim  by th e student  that  they are com pete nt  or a 

dem onst ra t ion of com pete nce based on a recognised standard, learning outcome and/ or 
performa nce un der certain condit ions.  
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RPL  As sessm ent  
 

RPL by  Re cog n i t io n  o f  Qu al i f i ca t ion  / S t a t em ent  o f  Atta in m ent  
 

This m et hod is to be used if you have com pleted a course  sim ilar  course  (having achieved a 
State m ent  of Att ainm ent ) to those off ered by II T and  also meet  the required com petencies of the 
par ti cular  quali ficat ion/ un its of com pete ncies against  wh ich it  is bei ng assessed 

 
Å I f you have com plet ed a course  that  has sim ilar  content  and leaning outcom es to those off ered 

by I IT (but not  accr edit ed un der the AQTF) or 
 
Å I f you have com plet ed a course  that  covers  the same  com petencies (un der the Aust ra lian  

Tra ining Fram ework, AQTF)  to those off ered by II T; and 

 
Å ( for financial plann ing c ourse)  his course is listed on t he ASIC t ra ining regi ste r.  I f your course is 

not  listed on the ASI C Regi ste r you may  be eligi ble to appl y for RPL by Assessm ent  instead. 
 

This m et hod requires you to suppl y certi fi ed copies of academ ic t ranscr ipt s and if a non AQTF 
course learning outcom es and outli ne of the course. 

 
Key evide nce required for RPL assessm ent :  

 
Å Copy of State m ent  of Att ainm ent  and/ or relevant  Qualif icat ion 

 
Å Certi ficate of Com ple t ion for non-award  t ra ining courses 

 
Å Print  out  relat ing to the t raining un dertaken from  the ASI C t ra ining r egi ste r s how ing fu ll 

det ails of course as  it  appears  on the regi ste r  (www. asic.gov. au)  

 
Where  the t ra ining bei ng s ubm itt ed as evide nce was com plete d before  1995 we require  evide nce 
that  ongoing conti nu ing professional  development  and t ra ining has been un dertaken to ma intain 

the curr ency of knowledg e and skill s.  
 
 
Fin an cia l  Plan n ing  co u r ses  on ly  

 
Pr e 199 5  Tr a in in g -  ASI C Regulato ry G uide 146 (RG146 ) s tate s that  where  an individual  has 

un dertaken t ra ining listed on the ASI C Regi ster prior  to 1 Janu ary  19 95, the individual  appl ying for the 
RPL m ust  prove the curr ency of that  knowledg e a nd skill s.  This can  be best  achieved by evide nce of 
ongoi ng t ra ining and/ or supple mentary  ógapô t ra ining.  

 
For ei gn  Qu alifi cat ion s -  ASI C Regulato ry  Guide 146 (RG146 )  also state s foreig n quali ficat ions may 
be accept ed, however,  indi viduals are  genera lly required to un dertake a fu rther com pli ant  t raining 
course  on the ASI C Tra ining Regi ste r to become  fami liar  wit h the Aust ra lian  regulatory  syste m, 
fram ework  and requirem ents.  

 
RPL and  Cr ed i t  Tr an sf er  

 
Alt hough RPL and credit  t ransfer are  closely related wit h the boun dar ies bet ween them  oft en 

blurr ed, they are  disti nguished as  alte rnati ve pathways to an  AQF quali ficatio n. They are 

di ff erenti ated by the way  they relate to learning achieved through form al educatio n and t raining 

(cr edi t  t ransfer)  and learning achieved outside the formal educatio n and t ra ining syste m  (RPL).  

 
RPL is an assessm ent  process that  assesses the individualôs non- formal  and inf ormal  learning to 

dete rm ine  the  exte nt  to wh ich  that  individual  has  achieved  the  required learning  outcom es, 

com petency outcom es, or standards for ent ry  to, and / or par t ial  or tot al  com plet ion of, a 

quali ficat ion. 

http://www.asic.gov.au/
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Credi t  t ransfer assesses t he init ial  course  or subject  that  the individual  is using to claim  access to, 

or the award  of credit  in, th e desti nat ion c ourse  to dete rm ine the ext ent  to wh ich it  is equivalent  to 

the required learning outcom es, com pete ncy outcom es, or standards in a quali ficat ion. T his m ay 

include credi t  t ransfer based on formal learning t hat  is outside the AQF fram ework. 

 
The key disti nguishing charac te rist ic is that  it  is the student  wh o is assessed in the case of RPL, and 
the course  or subje ct  in th e case  of credit  t ransfer.  I n credi t  t ransfer the judgem ent is about  the 
learning program,  outcom es and assessm ent  in the initi al  course or s ubje ct .  

 
RPL  Ap p li ca t i o n  Pr ocess  

 

Please NOMINATE on the ENROLMENT FORM what  courses you  are  seeking RPL for and provide ALL 
necessary docum entary  evide nce  to  suppo rt  the  appl icatio n. This can  be  down loaded  from 
www. iit .edu. au in the óFormsô sectio n. 

 
When subm itti ng your RPL appli cat ion, be aware  that  your subm ission a nd any inclusions cannot  be 

ret urned to you or cop ied for you. Consequentl y, please send COPIES OF ORIGINALS rather than 
any origi nal  docum ents.  

 
II T bel ieves the RPL Process should be st ream lined and is FREE of char ge. Specifically:  

 
Å There  is NO FEE payable for subm itti ng an RPL appli catio n a nd appli cants wh o are  un successful 

wit h their  RPL app licat ion wil l not  incur any fee.   Appli cants wh o receive parti al  recogni tio n 
to wards one of the Com pete ncy F ield s wi ll benefit from  reduced t raining and/ or assessm ent 
requirem ents ï st ill ,  no fee is payable in relat ion to the RPL applicat ion ï and, therefore, a 

reductio n in t ra ining requirem ents.  
 
Å To ma ke an RPL Appli catio n, app licants need to comp lete the RPL Sect ion of the Course 

Enrolm ent  Form  for the relevant  course  bei ng a ppli ed for.  Subm it  the Enrolm ent  Form  wit h the 
relevant  suppo rt  evide nce and if fu rther evide nce is required, then this wi ll be negoti ate d wit h 
the candid ate . The process may  include a further  inte rview, writte n ass ignm ent , workplace 

assessm ent , or c olle ct ion of ot her ma te rial.  
 
Å Successful ca ndid ate s are noti fied prom ptl y of the RPL outcom e. 

 
Å Any candid ate s can  appe al  the decision if it  is declined wit h the RTO Manager.  

http://www.iit.edu.au/
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6.  Th e   En r o lm en t    Pro ces s  
 

 
IMP ORTANT NOTE:  

 
II T courses have bee n designed so that  ALL students are  conside red to be enroll ed as Distance 
Educatio n Parti cipants.  Those wh o choose the WORSKHOP course  deli very  m et hod are  m erely 
accele ra t ing their learning in a st ructured and helpfu l env ironm ent . 

 
Therefore, any student  wishing to complete their courses in the WORSKHOP env ironm ent  MUST 
enrol l AT LEAST 3 WEEKS PRIOR to the com mencem ent  of their  chosen course dates.  I I T wil l not 
perm it  any student  to enroll wit hin the 3 week peri od. 

 
 

Students wil l be required to fill in the relevant  course  enrolm ent  form,  ma ke paym ent  and ret urn 

the corr espondence to the In te rnatio nal  In stit ute of  Techn olog y by fax/ ema il /ma il to the off ice 
add ress.  

 
Paym ent  can  be ma de by di rect  debit  /  credit  card  /  cheque.  I I T wil l not  accept  par t ial  paym ent  ï 
all courses enrolled for must  be paid in fu ll before the course  learning and assessm ent  ma te rials 
wil l be sent .  Learning and assessm ent  ma te rials are sent  as soon has paym ent  has cleared. 

 
Student  enrolm ents wi ll be conf irm ed in writi ng (via ema il )  along wit h their  ti m etable. A Tax 
Receipt  will also be issued once paym ent  has been m ade. I f you feel any details are incorrect  or 
err ors  have bee n ma de please feel free to contact  I I T on educatio n@iit .edu. au. 

 
Learning and assessm ent  ma te rials should be received in 5 Days from  final  paym ent .  Also, if 
Ex pr es s Post  i s r equ est ed a  f ur t h er  $ 1 5  delive r y  fe e w i l l  be in curr ed  and for inte rnatio nal 

students a f ur t h er $1 0 0  delive r y fe e wi l l  be in curr ed .  I f the ma te rials do not  arr ive wit hin 5 
days ple ase contact  our off ice. 

 
Students have 1 6  MONTHS from  the date of enrolm ent  to com plete th e f u l l  course  they 
have enroll ed for.  This appl ies to ALL students (workshop or distance)  and com mences from  the 
date of final  paym ent  bei ng received by II T.  Students who fail to com plete the courses they have 
enrolle d in wit hin this ti m e frame  can  ma ke a ñRequest  for Exte nsion of Timeò wh ich m ust  be 
ma de in writi ng to the RTO Manager.  *For individual modules, the duration is 6 months from the 
time of enrolment.  

 
I n t ern et  an d  Em ai l  Acce ss  

 
Upon enrolm ent  all students m ust  nom inate the em ail accoun t  wh ich they wish all corr espondence 

to be ema iled to . Any free web based ema il address (s uch as yahoo, gma il, iinet , ho tma il etc) 
may  be suit able for this purpose.  All students wi ll  require  access to a compute r wit h reli able access 
to the inte rnet . 

 
When the Enrolm ent  Form  is signed and ret urned to I IT you agree to be boun d by the above 

condit ions and all ot her terms  and condit ions contain ed in this St ud en t  I n fo rm at ion Gu ide and 
ot her associated docum ent atio n. 

 
Usef u l  W eb si t es  

 
To assist  students in prepar ing for accelera ted workshop learning, the following resources may  be 
of par ti cular  benefit :  

 
Å Aust ra lian  Financial R eview http :// ww w.afr.com .au 
Å Money Managem ent  http :// www. m oneyma nagm ent .com .au 
Å Inv esto r Daily http :// www . inv esto rdaily. com .au 
Å Financial Plann ing Associat ion of Aust ra lia http :// www.f pa.asn. au 
Å Aust ra lian  Securitie s and I nv estm ents Comm ission ht tp :// www. asic.gov. au 
Å Aust ra lian  Tax O ff ice http :// ww w.ato .gov. au 

Å Aust ra lian  Sto ck Exchange http :// www. asx. com .au  

Å Cent reli nk http :// www. cent relink. gov. au 
Å Reserve Bank of Aust ra lia http :// www. rba.gov. au  

mailto:education@iit.edu.au
http://www.afr.com.au/
http://www.moneymanagment.com.au/
http://www.investordaily.com.au/
http://www.fpa.asn.au/
http://www.asic.gov.au/
http://www.ato.gov.au/
http://www.asx.com.au/
http://www.centrelink.gov.au/
http://www.rba.gov.au/


I I T_Stu dent  I nforma ti on Guide_130711  
Copyr ight  © 2011  I nterna tio nal I nst itute  of  Techn ology Pt y Ltd  

14 

 

 

 
 

 

7.   Fee s an d  Ref un ds  Po licy  
 

 
II T is comm itte d to de livering the highest  qualit y t ra in ing and assessm ent  products/s ervices at  the 
m ost  com pet iti ve prices.  

 
Fin an cia l  Assista nce  

 
1 .  Pa y m en t  Plan s  

 
II T provide s a  paym ent  pl an optio n for al  Diploma  and Advanced Dip loma  level quali ficat ions by 
enabli ng students to separa tel y enrol in and pay  for  individual c ourse  (com petency field s).  By 
enrol ling in each  of the four courses separa tely and com pleti ng them  one at  a t im e, II T 
students have the optio n of spreading out  their  paym ents for the relevant  quali ficat ion. 

 
2 .  Discou n t ed  Pr i cin g  

 
Students wh o elect  to enrol in all four courses AT ONCE in any of the Diplo ma and Advanced 
Dip loma  level quali ficat ion s wil l receive a discounte d course  price. Please ask  one of our 
fr iendly Team  m em bers  about  this op t ion upon enrolm ent  

 
3.  Pa r en ts  Re t u r n  to W or k P rog r am  ï Victo r ian reside nts only.  

 
The Pa r en t s  Re t urn in g  to  Earn in g  program  is  a  Victo r ian  Governm ent  initi ati ve, 
adm iniste red by AMES. The program  provides a grant  of up to $1 ,000 , to assist  parents 
plann ing to ret urn  to wo rk  afte r an absence car ing for depe ndent c hildren. The program 
add resses two key concerns of the Victo rian Governm ent :  suppo rt ing people back  into t raining 
and work, a nd broadening and deepe ning skill s.  

 
Studying wit h II T assists parents to im prove their work- relate d ski lls and earning pote nt ial in 
their  spare  ti me, wit h no related child care and t ravel ling expenses if they choose to com plete 
the course  by Distance Educatio n. Addit ionally, a ll learning ma te rials,  including te xtb ooks,  are 
included in the course fee. 

 
For fu rther in forma tio n regarding available courses, eligi bilit y a nd how to obt ain a Parents 

Ret urning to Earning grant , c ontact  one of our Cour se Advisors  on 130 0 88 3 346 or send us an 
ema il . 

 
The Parents Ret urning to Earning elig ibi lit y is for parent  wh o:  

 
Å Have bee n absent  from  educatio n, accredit ed t ra ini ng^  and/ or the workf orce  for over 

two years  wh ile car ing for child ren 
Å Are c urr entl y unem plo yed and wish to ret urn  to work,  preferabl y in the next  12 m onths 
Å Have not  worked for m ore  than 4 m onths fu ll ti m e, or  equivalent  par t - ti me, in the last  

2 years  

Å Are Aust ra lian  reside nts liv ing in Victo r ia* *  

Å Wil l enrol in t ra ining to improve their workf orce  sk ill s and/ or earning pote nti al  

Å Have not  received a grant  un der the program  Parents Ret urning to Work;  or  

Å Were  un able  to  act ivate their  Parents Returning to  Work  grant  due to unf orseen 
circums tances 

 
^  Accr edite d Engli sh Language t ra ining is an except ion to this condi t ion.  
* * TPV  holde rs  are dee m ed as elig ible reside nts 

 
Please visit  the Parents Ret urning to Earning websit e at  www. parentsret urnto work.n et .au as 
the eli gib ilit y cr ite r ia may  change from ti me  to t ime. 

http://www.parentsreturntowork.net.au/
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I nv o ices  / Tax  Rec e ip ts  
 

II T unders tands that  some  students their  course  fees are  paid by Em plo yers, Associat ions,  or other 
organisat ions that  require  inv oices for paym ent  before  ma king such paym ent .  We also un ders tand 
some  indivi duals prefer this service.  Therefore, upon enrolm ent , II T is happy to em ail an Inv oice 
and, once paym ent  is m ade, a Tax  Receipt  will be suppl ied wi th our relevance course  learning and 
assessm ent  ma te rials. There  is no a ddi t ional  charge for this service.  

 

No  En r o lm ent  /  Adm i n ist ra t ion  / Ext en sio n  of  Tim e Ch ar g es  
 

All courses are  liste d on the Enrolm ent  Form  at  reta il pr ice.  There  are no addit ional enrolment  fees 
or adm inist ra t ion fees (oth er than Express Post  /  I nte rnatio nal  Delivery  surcharge).  The price 
det ailed in any mar keti ng on our websit e or on our  Enrolm ent  Forms  are  the only pr ices to be paid 
in order to enrol in and com ple te one of our c ourses.  

 
Some  ot her educat ion provide rs  prefer to charge for a m ere  request  to grant  ext ra  ti me  for 

students to com plet e their studie s.  At  II T we un ders tand such a decision incurs  no real  cost  on 
behalf of the educat ion provide r.  Hence, we DO NOT charge for any appli cati on for an exte nsion of 
ti me  to com plete your course(s), a lt hough a ll appl icatio ns m ust  sti ll be ma de in writi ng to the RTO 
Manager.  

 

No  Fees f o r  RPL Assessm ent  
 

II T doe s NOT CHARGE for  any Recognitio n of Prior  Learning (RPL) ass essm ent .  Our Team  belie ves 
such a service is of cr iti cal  im portance for our st udents to ensure  they enrol in the r ight  course  the 
first  ti me aroun d!  Hence, we are  happy to provide advice and guidance in the area of RPL 
assessm ent  FREE OF CHARGE. 

 
Again, some  ot her educatio n provide rs  prefer to charge for an RPL request  claim ing it  is an 
expensive and ti me  consum ing process.  The I IT Team  belie ves it  is an essenti al  part  of ensuring 
our  students  un dertake  only  those  courses  necessary  to  achieve  their  desired  educatio nal 
outcom es. All RPL appli cat ions m ust  stil l be ma de in writi ng using the relevant  Enrolm ent  Form.  

 

Ch ange  of  Cou r se( s)  
 

At  II T we un ders tand li fe can  ofte n get  very  busy du e to fam ily, changing work oblig at ions, healt h 
issues et c.  Therefore  if you should need to change any plann ed course  arra ngem ent , such 
changing from  distance educatio n study to workshop course  or changing the date of atte ndance at 

a workshop course, we request  that  you first  call one of our Course  Advisers to talk through the 
issue.   I f required, we would then ask  that  you sub m it  a writ ten request  for the change.   T he 
Course  Adviser wil l inst ruct  you on the best  app roach. 

 
Th er e i s NO add i t ion al  fe e to  r equ est  a  ch ang e to  y ou r  en r o lm en t .  HOWEVER, if a student  is 
changing their enrolm ent  to a course  wit h a higher pr ice than the price they origi nally paid ( for 
exam ple , distance to workshop)  then they wil l need to pay  the price di ff erence. 

 

Non - Pay m ent  Canc e l l a t io n  Op t ion  
 

For ALL workshop courses,  paym ent  in FULL m ust  be made NO LATER than 2 WEEKS PRIOR to the 
comm encem ent  date of the course. 

 
II T reserves the r ight  to cancel an enrolm ent  for non-paym ent  if the course  has not  bee n paid fo r 
by this 2 week cut -off period .  Of course  we are  sym patheti c to all our studentsô need s so please 
feel free to contact  one of our Educatio n Consult ant s if you bel ieve you may  not  be able to pay by 

the required cut -off date to discuss the opt ions available to you. 
 

The r ight  to cancel an enrolm ent  due to non-paym ent  is II Tôs right  only and not  that  of the student . 
This r ight  doe s not  reduce the studentôs ob ligat ion to pay  a Cancell atio n Fee or the Course  Price in 
the event  of the student c hoosing to cancel their  enrolm ent  or faili ng to a tte nd the scheduled 
t ra ining. 
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Fee  Ref u n d s  
 

When an appli cant  accepts a  place off ered by In te rnatio nal  In stit ute of Techn olog y Pty Ltd ( II T)  by 
vir tue of paying fees,  a binding cont ract  bet ween the person wh o ente red th e cont ract  and II T 
com es into existe nce subje ct  to the conditio ns below. 

 
Refun ds wil l only be given to Students un der special circums tances and wit hin 14 days of Student 
enrolm ent . All refun ds shall be ma de out  to the ind ividual  or legal  ent it y that  ma de the origi nal 
paym ent  to II T.  

 
II T reserves the r ight  to review each  refun d request  on it s merit s,  and refun ds m ust  be app roved 
by the Chief Executi ve Officer or nom inee. 

 
I n t he event  that  an appli catio n for refun d is grante d, a $5 0 fee per Course  Manu al  wil l be charged , 

wh ich wil l be reduced to $20 if the Course  Manual  is ret urned by r egi ste red po st  to II T un dama ged . 
A 10 % Adm inist rat ion Fee is also payable and wi ll be wi thh eld based on the total  am oun t  being 

refun ded . 
 

The process is as follo ws:  
 

1. The individual  clie nt /s takeholde r or com pany m ust  contact  our Managing Directo r / 
RTO Manager to request  a refun d. 

 
2. The refund request  and reasons for refun d are  to be ma de in writi ng and add ressed 

to the Managing Directo r/  RTO Manager. A  response will  be m ade wit hin 15 working 
days.  

 
3. The refun d request  wil l be analysed against  our refun d poli cy and the relevant 

refun d am oun t  ( if appli cable ) will be substant iated.  This process takes up t o 15 

working days.  
 

4. The ma xim um  refun d am oun t  wil l be based on wh et her the course  was t o be 

conducte d by Distance Educatio n or W orkshop (as  discussed belo w in this secti on).  
 

5. The refun d am oun t  wil l be comm un icate d and discussed  wit h the client /s takeholde r 
or com pany requesti ng th e refun d. I f a dispute ar ises then our com plaints a nd 
appe als procedure  app lies un ti l the di spute is resolved. 

 
6. The refund wil l be given to the clie nt /s takeho lde r or  com pany wit hin 5 working days 

form this comm un icatio n. 
 

7. The No Grievance Poli cy of I I T rem oves the r ight  of a  person wh o has ente red in to a 
cont ract  wit h II T to pursue ot her legal  remedies.  This Refund Poli cy doe s not 
rem ove the right  of a person wh o has ente red int o a cont ract  wit h II T to take 
fu rther actio n un der Aust ralia's  Consum er Prote cti on  Law. 

 
A copy of refun d docum ent s wil l also be filed into the clie nt /s takeho lde r or c omp any file . 

ALL r equests for a  refun d m ust  be ma de in writi ng to the RTO m anager at :  

314 , 1 Qu ee n s Road ,  

Mel bou r n e, Vict or ia, Au st r a li a  300 4  

 
The RTO Manager wil l respond, in writi ng.  I f the stude nt  is dissati sfi ed wit h the outcome  they may 
ask  for a revi ew of their  case by the RTO Manager and the Chief Executi ve Off icer (CEO) or other 
senior m ember of ma nagem ent  in II T.  This request  mu st  be in writi ng to the RTO Manager wh o 
wil l conf irm  receipt  wi thin 48 hours.  The student will be not ified of the outcome  of the review wit hin 
5 working days (or  wil l be provided wit h a reason if  this is not  possib le ï fo r exam ple , the CEO 

bei ng inte rstate ).  

 
I f the student  is stil l not  sati sfied wi th the outcome  of the subsequent  review, they should noti fy 
the RTO Manager in writin g wh o wil l then call a m eeti ng at  wh ich an indepe ndent  third-par ty will 
atte nd in order to m ediate the dispute . (The independent  third-par ty will be a regi stered medi ator 

from the  I nstit ute of Arbit rato rs  & Medi ato rs  Aust ra lia ( IA MA) www. iama .org.au).  

http://www.iama.org.au/


I I T_Stu dent  I nforma ti on Guide_130711  
Copyr ight  © 2011  I nterna tio nal I nst itute  of  Techn ology Pt y Ltd  

17 

 

 

 

 
 
 

W or k sh o p  Ref u nds  (s ub j ect  t o app r ov a l  of  r ef u nd  r equ est)  
 

A refun d is available to a student  wh o has paid for a course  and chooses to cancel their  enrolm ent 
in a workshop course if:  

 
Å the student  cancels their  enrolm ent  in a works h op  cou r se 1 0  W EEKS o r  m or e bef or e t h e 

sch ed u le d  cou r se comm en cem en t  dat e .  The student  wil l receive a fu ll 10 0%  refun d of all 
fees paid , less an Adm inist ra tio n Fee of $1 50;  

 
Å the student  cancels their  enrolm ent  in a work sh op  cou r se MORE TH AN 4  WEE KS bu t  LESS 

TH AN 1 0  W EEKS befo r e  t h e sch edu le d  cours e comm en cem en t dat e , the student  will be 
enti t led to a refun d am oun t  of 70 %  of enrolm ent  fees. 

 
I f the student  has only paid a portio n of the enrolled c ourse  fee any am ount  representi ng m ore 
than 30 %  of the enroll ed course  fee will be refun ded to the student . For exam ple , if the 

student  has paid 75 % of the course  enrolled course fee at  the t ime  of cancell atio n then the 

student  wil l receive a  refund equal  to 45 %  of the enrol led course fee;  
 
Å the student  cancels their  enrolm ent  in a works h op  cou r se LESS TH AN 1  W EEK bef or e t h e 

sch ed u le d  cou rs e com m en cem en t  dat e, the student  wil l NOT be entit led to a refun d. 

 
I f at  ANY ti me  wh en the cancell at ion is ma de the st udent  subm it s a new Enrolm ent  Form  for a 
workshop to be scheduled at  a late r date then a Can cell at ion Fe e equ al  to  50 %  o f  t h e cou r se 
(e nro lle d )  fe e wi ll appl y and the st ud en t  i s en t i t le d  to  a  r ef un d o f  50 %  o f  t h e cou rs e 
(e nro lle d )  fee .  

 
I f a student  doe s not  cancel their  enrolment  pr ior to the comm encem ent  of the workshop they are  
not  enti t led to any refun d and the fu ll course  price wil l be payable . The student  is also welcome to 
subm it  a new c ourse  enrolm ent  but  will be required to pay the fu ll course  price for the new 
enrolm ent . 

 

Dist ance  Ed uc at ion  St uden t s (s u b j ect  t o ap p r ov al  o f  r ef und  r eq u est)  
 
Å I f the student  has enrol led but  not  yet  paid or paid on ly par ti al  fees and chooses to cancel their 

enrolm ent , the enrolment  wil l be cancel led at  no cost  and writ te n conf irma t ion wil l be sent  to 
the student .  No  learning and assessm ent  ma te r ials would have bee n s ent  to the student as  full 
paym ent  has not  bee n ma de. 

 
Å I f the student  has paid the fu ll am oun t  for the course they wil l have received or be receiving 

(depe ndant  on the deli very of ma il by Aust ra lia Post )  the learning and assessm ent  ma te rials.  

 
a.  I f a student  cancels their  enrolm ent  in writ ing w it h in  3 0  day s a f t er  m ak in g  t h ei r 

(fi n a l )  cours e pay m en t  a cancell at ion fee equal  to 20% of the course  fee is 
payable and the student  is entit led to a refun d of 80 %  of their  fees.  

 
 

b.  I f a student  cancels t heir  enrolm ent  in writi ng bet w ee n 3 1  an d  6 0  day s ( bo t h 
in clus ive )  a f t e r  m ak in g  t h ei r  (fi n a l )  cours e pay m ent  a cancell at ion fee equal 
to 50 %  of the course  fee is payable and the student  is ent it led to a refun d of 50 % 
of their  fees.  

 
c.  I f a student  cancels their  enrolm ent  in writi ng bet w ee n  6 1  an d  1 6 0  day s ( bo t h 

in clus ive )  a f t er  m ak in g  t h ei r  cou r se pay m en t  no refun d is payable . The 
student  is welcome to subm it  a new course  enrolment  but  will be required to pay 

fu ll pr ice.  
 

d.  Any cancel latio n r equest  afte r the 160 days is void as the t ime  lim it  to complete the 
courses in wh ich the student  has enrolle d has expired.  The student  can  request  an 
exte nsion of t ime  (at  no addi t ional  costs)  but if t hey subsequentl y r equest  a 
cancell at ion of their  enrolm ent  no refun d is payable. T he student  is welcom e to 
subm it  a new course enrolm ent  but  wil l be required to pay  fu ll pr ice. 
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Å At  any ti me  bet ween the student  m ak in g  t h ei r  (fi n a l )  cours e pay m en t  an d  16 0  day s the 

student  changes their enrolm ent  to a workshop course there  is NO cancellati on fee and they 
need only pay  the increase in pr ice between their or igi nal  price and the price of the course  in 

wh ich they now want  to enrol . 
 

The previous po licies no twi thstanding, un der no circums tances can  fees be refun ded a fte r a student 
has bee n issued wit h a Cer ti ficate, State m ent  of Result s,  and/ or State m ent  of At tainm ent . 

 

Lat e  Pa y m en t s  
 

There  is a penalt y fee equal  to 10 %  of the inv oiced am oun t  that  is applie d to all inv oices that 
rema in un paid 30 days aft er the student  has comm enced any course  wit h I IT. An am ended inv oice 
wil l be issued on that  date . 

 
This is of par ti cular  relevance to com panies and organisatio ns that  have applie d for and received 
paym ent  te rms  from II T. 

 
Is su ance  of  Cer t i f i cat es, St at em en t s o f  Resu l t s, and  St at em ents  of  Atta in m ent  

 
Certi ficate s, s tatem ent  of att ainm ents and quali ficat ions wil l not  be issued to students wh o have 
successfu lly com plet ed t he required un it  of competency un ti l fu ll paym ent  ( including any penalt y 
fee for late paym ent )  has bee n r eceived, irr espect iv e of wh et her the indivi dual  student is personally 

liable to pay  the inv oice. 
 

For exam ple , if a student  is enrolle d by a com pany or organisatio n the student  wil l not  be ent itl ed 
to the relevant  Certi ficate, s tate m ent of att ainm ent  and/ or quali ficat ion unti l the com pany or 
organisat ion has settle d the inv oice pertaining to the enrolm ent  of the individual  student  wit h I IT.  

 
Should the student , having successfu lly com pleted t he relevant  course  work, decide to leave the 
em ployer or organisat ion pr ior to the paym ent  being , they wil l not  be ent itle d to the relevant 
Certi ficate , state m ent  of at tainm ent  and/ or quali ficat ion un ti l such a ti me  as:  

 
Å Wr itte n conf irma t ion has bee n received by II T from  the com pany or organisatio n stat ing that 

the student  is ent it led to th e relevant  Certi ficate, s tate m ent  of at tainm ent  and/ or quali ficatio n 
( for exam ple , wh ere  the student  has paid the em ployer or organisat ion the necessary 
outstanding am oun t ;  or  

 
Å Wr itte n conf irma t ion has bee n r eceived by II T from th e com pany or organisat ion on or afte r the 

outstanding a moun t  has bee n paid by the com pany or organisat ion stati ng the student  is 
enti t led to the relevant  Certi ficate, state m ent  of at tainm ent  and/ or quali ficatio n;  

 
I f the com pany or organisatio n pays II T the outstanding am oun t  and, at  that  ti m e, requests that 
the relevant  Certi ficate , s tate m ent  of at tainm ent  and/ or quali ficat ion be forwarded to the com pany 
or organisat ion and not  th e student , I I T is oblig at ed to com ply wit h the request .  The student  m ust 
at  that  poi nt  liaise wit h the com pany or organisat ion to resolve a ny outstanding issues.  



I I T_Stu dent  I nforma ti on Guide_130711  
Copyr ight  © 2011  I nterna tio nal I nst itute  of  Techn ology Pt y Ltd  

19 

 

 

 

 
 

8.   Po lici es  an d   Pro ced u r es  
 

 
Ori en t at ion  

 
Before  the comm encem ent  of the course  students wil l be advised of the ti me and locat ion of an 
orientatio n program  wh ich wil l fam ili arise the students wit h the required texts,  rooms  and facili t ies, 
social ac ti vit ies,  contact  points and student  services.  

 
Flex i le  lear n ing  and  assessm ent  p r oced u r es  

 
There  are  a var iety of ways in wh ich the I nte rnat ional  I nstit ut e of Techn ology can  assess the 
var ious com pete ncies inv olved in this course. A select ion wil l be ma de to best  suit  the cohort . 

 
I n general  te rms  assessm ent  during t ra ining wil l involve:  

 
Å Oral r esponses to quest ions 
Å Observatio n of performa nce (Role plays)  

Å Previous relevant  quali ficat ions (s ee:  Recognit ion of Prior Learning RPL)  

Å Wr itte n response to Mult iple Choice, True/Fa lse and Short  Answer Questio ns as wel l as 

Case Studie s 

 
Students wil l be given advance warning of the ti m e and type of any assessm ent  and wil l no t  be 
expecte d to sit  an  assessm ent  they have not  prepared for.  Students wi ll be given as ma ny 
oppo rtun it ies need ed for reassessm ent  upon fail ing to achieve any com pete ncies successfu lly 
wit hout  incurr ing any additio nal  fees.  

 
St at em ent  of  At t ai n m ents  / Qu al i f i cat io ns  

 
Students successfu ll y com ple t ing the assessm ent  requirem ents of the course(s)  they have enrol led 
in wil l be awarded a  State m ent of Att ainm ent  indicati ng wh ich un it s of com pete ncy they have 

com plete d wh en they have par ti ally com plet ion of a natio nally recognised Quali ficat ion. A 
quali ficat ion wil l be issued wh en all the relevant  unit s of com pete ncy have bee n c om pleted . 

 
Lan g u age,  Li t er acy  and  Nu m er acy  Needs  Po li cy  

 
I n order to successfully com ple te the course, students wil l need :  

 
Å reading  com pete ncies  suff icient  to  un ders tand  technical  lite rature  for  exam ple  financial 

docum ents;  

 
Å writi ng skill s suff icient  to prepare  note s,  procedur es,  jo urnals programs,  and docum entat ion 

based on kn owledge gained from  lectures, group discussions, indust ry  experience and lite ra ture 
reviews;  

 
Å personal  organisat ional  skill s suff icient  to work  independentl y, sel f-ma nage learning acti vitie s 

and prepare  ma te rial for presentat ion to colleagues and assessors  in accordance wit h an agreed 
schedule;  

 
Å comm un icatio n skill s suff icient  to engage in group discussion of concept s and issues and 

present  work  to exam iners  and colle agues;  

 
Å nu m eracy  skill s suff icient  to perform  basic opera t ions (a dd itio n, subt ract ion, m ultip licat ion and 

division)  using a calculato r 
 

Candid ate s may  m eet  the ent ry  requirem ents through educatio n, t raining, work  experience, work 
t ra ining or li fe experience.  We at  I I T un ders tand and recognise that  a port ion of the comm un it y 
may  have Language, Lite racy  and Num eracy ( LLN)  di fficulti es.  

 
I n response to this com m un it y issue, I IT off ers  t o provide enrolling students wh o indicate they 
need fu rther suppo rt  in thi s area,  inf orma tio n on available LLN courses and referral  to coun seli ng 
services.  Therefore, ple ase not ify us if you consider you may  have language, lite racy  or nu m eracy 

prob lems  that  may  inh ibi t  your par ti cipat ion in t rainin g. 
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We have establi shed a net work of professional  providers  wh o can  assist  students in developi ng and 

im proving learner skill s.  The aim  of these organisat ions is to provide people engaged in vocat ional 
t ra ining wit h a dd it ional  language, lite racy  or nu meracy  t ra ining they need in order to succeed in 
their  vocat ional  t ra ining. 

 
 

LANGUAGE, LI TERACY AND NUMERACY COURSES 

 
I n st i t u t ion  Con t act  Nu m b er  
Centr elink 13 10 21 
ETAS ( WA)  PTY LTD (08 )  940 9 779 9 

WELL (02 )  624 0 733 3 

 

 
COUNSELLI NG SERVICES 

 
I n st i t u t ion  W eb si t e  Con t act  Nu m b er  
Victor ian  Adult  Literacy  and  Basic 

Edu cat ion Coun cil 
http:// www.v albec.or g.au (03 )  954 6 689 2 

Reading Writ ing Hot line  130 0 655 5 06 
 
 

St ud ent  Co de  of  Con d uct  ( Acade m ic M isc o n duct)  
 

All students are  expected to conduct  thems elves with  integ rit y in their  dealings wit h ot hers  to 
ensure  an env ironm ent  conducive to a fr iendly, produ cti ve a nd safe working r elat ionship between 
students and staff is ma int ained. 

 
The use of abusive or inti m idati ng language, threat ening behaviour,  and the m isuse or 
m isapp ropriat ion of II T prope rty is un accept able and may  result  in suspension or dism issal.  

 
All students are  expecte d to respect  the pr ivacy  of others.  All students m ust  respect  the r ights of 
ot hers  and are  expected not  to inf r inge on these r ights.  Conf rontatio ns or  inapp ropriate behaviour 
to wards ot hers  wil l be reporte d to the RTO Manager and any necessary  actio ns taken. 

 
Plagiar ism  

 

Plagiar ism  is presenti ng som eoneôs words or ide as as if they are  your own. Plagiar ism  and/ or 

coll usion are  acts  of  di shonesty  and  am ount  to  academ ic  m isconduct .  I I T takes  academ ic 
m isconduct  very  seriously because our reputat ion, and that  of our students a nd the indust ry, relies 
on the integ rit y of our ass essm ents.  

 
II Tôs Student  Misconduct  Comm itt ee inv estig ate s a ll cases of suspecte d m isconduct , including 
im personat ing anot her s tu dent , s ubm it t ing a not her studentôs work  as your own , forging off icial 
result s,  or any ot her  inapp ropriate behaviour.  I I T may  im pose penaltie s for any m isconduct  it 
bel ieves is inapp ropriate .  

http://www.valbec.org.au/
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Dis p u t e  Reso lu t ion  Pr oced u r e  
 

The I nte rnat ional  I nst itute of Techn ology has a docum ente d procedure  to provide students wi th  a 
fair a nd equit able process for r esolving any disputes or c om plaints they may  have. 

 
Students of II T are  required to fol low the Student  Code of Conduct at  all ti mes. Fa ilure  to follow the 
Student  Code of Conduct may  inv olve the im posing of sanctio ns including rem oval from the course. 

 
Student  Discipli nary  Poli cy  

 
The purpose of this student  disciplinary po licy is to help ensure  a safe, healt hy , com fortable and 
educatio nally producti ve env ironm ent  for students, t ra iners/ass essors,  facilit ato rs,  visito rs  and all 
ot her personn el inv olved in the deli very  of course  conte nt . 

 
Any behaviour that  disrupts the learning process a nd / or threatens the safet y of II T students, 

em ployees or visito rs  is subje ct  to this discipline policy. Under this policy, th ere  are  three m ain 

consequences for inf rac tio ns as follo ws:  
 

Å Verbal  warning 
Å Suspension for the day  
Å Suspension from the course 

Å II T r eserves  t he  r ight  to  m odi fy  this  discipline  policy,  or  the  im plem ent atio n  of  it s 

consequences to accoun t  for s pecial  circums tances.  

 
This dete rm inat ion will be ma de at  the discretio n of  the RTO Manager and wil l be subje ct  to board 
review. Should the student  disagree wit h any acti on  taken they are  ent itl ed to appeal  as per 
Clie nts Com plaints,  Grievance and Appe als Poli cy.  

 
Acc ess and  Eq u i t y  p o l icy  

 
Students should no ti fy II T of any special consideratio ns wh ich may  be required wit h regards to 
access and equit y at  the t ime  of their  enrolm ent . I I T recognises AQF quali ficat ions and State ments 
of Att ainm ent  issued by ot her Registered Tra ining Organisat ions (RTOs)  and II T, as an  RTO, is 
boun d by laws and regulatio ns governing RTOs, and to that  exte nt , the In ternatio nal  In stit ute of 
Techn olog y shall ensure th at :  

 
1.  Poli cies and procedures are  developed in com pliance wit h all relevant  legislat ion including, but 

not  lim ite d to RTO standards,  Anti -di scr im inat ion Act , Privacy Act  and Tra de Practi ces Act ;  
2.  Tra ining and assessm ent  wil l be conducte d in accorda nce wit h any ot her relevant  poli cy or 

procedure, and;  
3.  All t ra ining and assessm ent  st ra te gies will be reviewed for c om pli ance prior to im ple m entat ion 

4.  All t raining and assessm ent  st ra tegie s wil l be reviewed afte r im plem entat ion for cont inu ous 
im provem ent  

 
Access & Equit y Pr ocedures fu rther det ail requirem ents and ob ligat ions defined by, but  not  lim ited 
to :  
Å Candid ate s wit h special  needs 
Å A fair and equit able assessm ent  syste m  

Å Clar it y in assessm ent  stand ards and processes 
Å Evaluatio n of pote nti al candid ates 

Å Thorough evaluatio n  of  assessm ent  processes  and  mat erials  to  ensure  they  do  not 
disadvantage any candid ate s 

Å Met hod for app ropriate and eff ecti ve review of access,  assessm ent , certi ficat ion or any ot her 
related issue (s ee Custo m er Care  Poli cy)  

Å Process for the creat ion of assessm ent  tools,  planning, conducti ng and reviewin g assessm ents 

shall be docum ente d for a ll em ployees and cont rac tors  of I nte rnatio nal  In stit ut e of Techn olog y 
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Comp l aint s,  Gr iev an ces, & App eals Po l icy  
 

The Com plaints,  Grievances,  and Appe als Policy is based on principles of natu ral  j usti ce and set s 
out  the  In te rnatio nal  I nstit ut e  of  Techn olog y  ( I I T)  guidi ng  pr inciple s  in  respect  to  formal 
expressions of di ssati sfacti on about  a work  or learn ing sit uat ion. 

 
II T bot h r ecognises and respects that  em ployees and students have the r igh t  for com plaints and 
grievances to be heard  th rough all levels of ma nagem ent . As such I IT is comm it te d to solving 
prob lems  as they ar ise, and to that  exte nt , the II T shall ensure that :  

 
Å An equit able and t ranspar ent  process is in place to ma nage com plaints and grievances,  wh ich 

includes an appe als process.  
Å All com plaints,  gr ievances and appe als including the respect ive outcom es will be recorded in 

writi ng. 
Å Each  appell ant  is given a writte n statem ent  of the appe als outcome  including the reasons for 

the decision. 

Å Com plaints  are  fu ll y  descr ibe d  by  the  part y  (c lient  or  em ployee)  wi th  th e  gr ievance  or 
com plaint . 

Å The person(s)  is given the fu ll det ails of the allegat ion(s)  against  them  

Å The person(s)  against  wh om  the grievance/c om plaint  is ma de is provided wit h the opportun it y 
to put  their  side of the sto ry in before  resolutio n is at tem pt ed wit hin a reasonable ti me  

Å Proceedi ngs are c onducte d honestl y, fair ly and wit hout  bias 

Å Proceedi ngs are not  un duly del ayed 
Å Each grievance incide nt  is conducte d to facilit ate the follo wing outcom es:  

 
- A peacefu l m et hod of confl ict  resolut ion to reduce indust r ial  or legal  act ion and provide 

greate r stabi lit y wh ile ma in taining relat ionships;  
- Quick and eff ecti ve result s;  

- Im proved comm un icatio ns and working relatio nships;  

- Party par ti cipat ion and consult at ion;  

- In creased producti vit y and eff iciency of the organizat ion;  

- Resolut ion of probl ems  with workplace change programs  if app ropriate;  

- Em otio nal  well-being, performa nce and m ora le of all par tie s;  

- Avoid ance of the costs and del ays of goi ng to the tr ibun al  

- Natural  j usti ce for a ll par t ies inv olved. 

 
All c om plaints and appe als m ust  be ma de in writi ng to the RTO ma nager at :  

 
314 , 1 Qu ee n s Road ,  
Mel bou r n e, Vict or ia, Au st r a li a  300 0  

 
The RTO Manager wil l respond to the complaint , in writi ng, wi thin 5 working days.  I f the student is 
dissati sfi ed wit h the outcome  they may  ask  for a rev iew of their  case  by the RTO Manager and the 

Chief Executi ve Off icer (CEO)  or other senior m em ber of ma nagem ent  in II T.  This request  m ust  be 
in writi ng to the RTO Manager wh o will conf irm  receipt  wit hin 48 hours.  The student will be not ified 
of the outcome of the revi ew wit hin 5  working days ( or wil l be provide d wi th a  reason if this is no t 
possible ï for exam ple , the CEO bei ng inte rs tate ).  

 
I f the student  is stil l not  sati sfied wi th the outcome  of the subsequent  review, they should noti fy 
the RTO Manager in writin g wh o wil l then call a m eet ing at  wh ich an indepe ndent  third-par ty will 
atte nd in order to m ediate the dispute . (The independent  third-par ty will be a regi stered medi ator 

from the he I nstit ute of Arbit rato rs  & Medi ato rs  Aust ra lia ( IA MA) www. iama .org.au).  
 

I f the com plainant  is no t  sati sfied wit h the handl ing of their  com plaint  by the RTO, or there  are 
exte nu ati ng circums tances that  preclude the com plainant  from  lod ging their com plaint  directl y wit h 
the RTO, they m ay lodg e their com plaint  wit h the registe ring bod y or the Nat ion al  Tr a in in g 
Com p la in ts  Ho t li n e, t ele ph on e:  18 0 0 00 0 6 74 . 

 
Com plaints to the Nat ional  Tra ining Com plaints Hot line are  referr ed to the appropriate register ing 
bod y.  The state or te rr ito ry regi ster ing body wi ll acknowledg e receip t  of a complaint  wi thin five (5) 
working days.  The regi ster ing bod y inv est igat ing a  com plaint  wi ll inf orm  the com plainant  of the 
inv estig at ion process and wil l keep them  inf orm ed of  progress.  

http://www.iama.org.au/


I I T_Stu dent  I nforma ti on Guide_130711  
Copyr ight  © 20 11  I nterna tio nal I nst itute  of  Techn ology Pt y Ltd  

23 

 

 

 

 
 

Once the regi ste r ing body has ma de a decision in relat ion to a com plaint , wit hin five (5)  working 

days and in accordance wit h establi shed procedures for disclosure  of inf orma t ion, it  wil l inf orm  the 
par tie s of the outcom es of it s inv estig at ion a nd any actio ns to be taken. The regi ster ing body will 
also inf orm  the par t ies of a ny further avenu es they may  follo w to resolve any outstanding issues 
ar ising from the com plaint . 

 

Pri v acy  Po l icy  
 

II T colle cts personal  info rma tio n solely for the purpose of opera ti ng as a Regi stered Tra ining 
Organisatio n un der the Aust ra lian  Qualit y Tra ining Fram ework a dm iniste red by the Victo rian 

Governm ent  wh o is the regi ster ing authorit y. The requirem ents of the registe r ing authorit y may 
m ean the release of your personal  inf orma t ion for th e purposes of audit ,  or as  required by law. 

 
Students should no ti fy II T of any special consideratio ns wh ich ma y be required wit h regards to 
access and equit y at  the ti me of enrolm ent . II T recognises AQF quali ficat ions and State m ents of 
Att ainm ent  issued by ot her Regi ste red Tra ining Organisatio ns.  Under the Nat ional  Privacy  Principl es 

you can  access your  personal  inf orma tio n we hold and you may  request  corr ectio ns of inf orma t ion 
that  is incorr ect  or out  of date . 

 
The In te rnatio nal  In stit ut e of Techn ology wil l fol low the te n nat ional  privacy  pr inciple s in the 
handli ng of personal  inf orma tio n of t ra inees /  em ployees.  

 
1.  Colle ct ion -  The organisati on wil l collect  only the inf orma t ion necessary  for one or more  of it s 

fun ctio ns.  The individual  wil l be told the purposes for wh ich the in forma tio n is colle cted . 
 

2.  Use and disclosure  -  Personal  inf orma tio n wil l not  be used or disclosed for a secondary purpose 
un less the individual  has consente d or a  prescr ibed exceptio n applie s.  

 

3.  Data qualit y -  The organisatio n wil l take all reasonable steps to ma ke sure  th at  the personal 
inf orma tio n it  collects,  uses or discloses is accur ate , com plete and up to date . 

 

4.  Data  Securit y  -   The  organisatio n  wil l  take  all  reasonable  steps  to  prote ct  the  personal 
inf orma tio n it  ho lds from m isuse and loss and from  un authorised access,  m odificat ion or 

disclosure. 
 

5.  Openn ess -  The organisati on wil l docum ent  how they ma nage personal  inf ormatio n and wh en 
asked by an individual, wil l explain the inf orma t ion  it  ho lds,  for wh at  purpose and how it 
col lects,  hold s,  uses and discloses the inf orma t ion. 

 

6.  Access and corr ectio n -  The individual  will be given acc ess to the inf orma t ion held except  to the 
exte nt  that  prescr ibed except ions appl y. The organ isatio n wil l corr ect  and up date inf orma t ion 
err ors  descr ibed by the individual. 

 

7.  Unique  Ide nti fiers  -   Comm onw ealt h  G overnm ent  identi fiers  (Medicare  num ber  or  tax  fil e 
nu m ber)  wil l only be used for the purposes for wh ich they were  issued. The organisat ion wil l 
not  assign un ique ide nti fiers  except  wh ere  it  is necessary  to carry  out  it s fun ctio ns eff icientl y.  

 

8.  Anony m it y -  Wherever  possible , the organisat ions will provide the opportun it y for the individual 
to inte ract  wit h them  wit hout  ide nti fy ing thems elves.  

 

9.  Tra nsborder Data Flows -   The individual's pr ivacy  prote ctio ns apply to the t ransfer of personal 
inf orma tio n out  of Aust ra lia.  

 

10 . Sensiti ve I nf orma t ion -  The organisat ion wil l seek the consent  of the individual  wh en colle ct ing 
sensiti ve inf orma t ion a bout  the individual s uch as healt h inf orma tio n, or inf orma tio n a bout  the 
individual's rac ial or et hn ic backgroun d, or c r im inal record. 
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W el f ar e and  g u id an ce ser v ices  
 

As an RTO the Assessors  and Tra iners  wil l advise wh ere  welfare  and guidance coun seli ng can  be 
obt ained. I ssues may  be var ied but  inf orma t ion on m any issues can be found from  the headings 
belo w. 

 
Leg isl at io n  I nf o r m at i on  f o r  Tr a in er s and  St uden t s /  Tr a in ees  

 
The AQTF standards require  the RTO to provide inform at ion to staff and clients about  legi slat ion 
that  aff ects their  acti vit ies and par ti cipat ion.  Inf orma tio n is required on the fol lowing legislat ion 
and any ot her legi slat ion r elevant  to the t raining program  being delivered. The inf orma tio n wil l 
usually be presente d in staff /  t ra iner and clie nt  /  stude nt  folde rs  or handboo ks.  

 
Work place Harass ment ,  Vict im isat ion and Equal  Em ployment  Oppo rtun it y  

 

Å Comm onw ealt h Racial  Discr im inat ion Act  197 5 
Å Comm onw ealt h Sex Discr im inatio n Act  198 4 
Å Comm onw ealt h Disabilit y Discr im inat ion Act  199 2 
Å Comm onw ealt h Racial  Hat red Act  199 5 
Å Victo r ian Equal  Oppo rtun ity Act  199 5 

Å Victo r ian Racial  and Reli gious Tole rance Act  20 01 

 
II T aims  to rem ove barr iers  and to open up develo pm ental  opportun it ies for all students by 
creati ng a workplace and t ra ining env ironm ent  that  are  free from  discr im inatio n, harassm ent , 
big ot ry, prej udice, rac ism a nd off ensive behaviour.  

 
All students will receive fair  and equi table t reatment  in all aspects of t ra inin g and em ploym ent 
wit hout  regard  to poli t ical a ff ili at ion, rac e, colo ur,  reli gion, natio nal  origi n, sex, mar it al  status or 
phy sical  di sabi lit y. 

 
Vocat ional  Educat ion and Tra ining 

 

In te rnatio nal In stit ute of Techn olog y as a Regi stered Tra ining Organisat ion wil l comply wit h the 
follo wing:  

 
Å The AQTF Standar ds for Regi stered Tra ining Organisat ions 
Å Privacy  of t ra inee inf orma tio n 

Å Com ply wit h all requirem ents of any Performa nce Agreem ents it  has wit h Governm ent  

Dep ar tments or bodies 

Å Only issue Certi ficate s and State m ents of Att ainm ent  for quali ficatio ns listed on it s Scope of 

Regi st ratio n 

Å Maintain a student  ma nagem ent  recording and repo rt ing syste m  

Å Maintain it s regi st rat ion 
Å Mar keti ng and adverti sing ma te rial is accura te and et hical. 

 
The VET secto r fram ework  is establi shed by bot h State and Comm onw ealth legi slat ion. The 
Comm onw ealt h Acts are:  

 
Å the Aust ra lian  Natio nal  Training Authorit y Act  19 92, wh ich establi shed the fun ctio ns and 

powers  of the Aust ra lian  Natio nal  Tra ining Authority  
Å the Vocatio nal  Educat ion and Tra ining Funding Act  199 2 wh ich set s out  the funding of VET 

in Aust ra lia.  

 
I n Victo r ia the Victo rian Vocatio nal  Educatio n and Tra ining Act  199 0 governs VET. This Act :  

 
Å establishes the LESC as th e State Tra ining Authority  and specifies it s powers  and functio ns 

in the prom ot ion, plann ing, coordinat ion and adm inist ra t ion of VET in Victo r ia 
Å provide s for the regulat ion of app renti ceships and oth er work  place t ra ining 
Å establishes and governs th e fun ctio n and ope ra t ions of TAFE Instit ute s.  

 
I n Victo r ia the Victo rian Quali ficat ions Authorit y Act  2000 :  

 
Å governs the regi st ra t ion and suspension of RTOs,  and 

Å regulate s course accr editat ion 
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Occup at ion a l  Heal t h  and  Safe t y  Po li cy  
 

All em ployees have the responsib ilit y to :  
 
Å Adhere  to safe work  prac ti ces,  inst ructio ns and rules;  
Å Imm edi ately repo rt  any unsafe work  conditio n or equipm ent  to ma nagem ent ;  

Å Not  m isuse, dama ge , refu se to use, or inte rfere  with any thing provided in the int erest  of 
occupatio nal  health and safet y;  

Å Perform  all work  dutie s in a ma nn er which ensures individual  healt h and safety and that  of all 

ot her em ployees;  

Å Encourage fello w em plo yees to create and ma intain a safe a nd healt hy work  env ironm ent ;  

Å Co-ope ra te wit h all ot her  em plo yees to enable the healt h and safet y responsibi lit ies of all 
em ployees be achieved. 

 
II T is comm it ted to providing a  safe and healt hy work env ironm ent  for all students /  t ra inees.  I t s 

po licy is to ma ke every  reasonable eff ort  to prevent  accide nts, protect t ra inees from  injury  and 

prom ote the healt h, safet y and welfare  of all t ra inees.  
 

The relevant  act  in Victo r ia is the Occupatio nal  Healt h and Safet y Act  1985 . 
 

I n t e ll ect u a l  Pr o p er t y  Righ t s  
 

In telle ctual  Property r ights are  held by the In te rnati onal  In stit ute of Techn olog y in relat ion to all II T 
t ra ining ma te rial and conte nt  in accordance wit h the Aust ra lian  Copyright  Act  1968 . 

 
No elem ent  of our t ra ining resources may  be copied or reproduced in any form  or by any m eans 
(wh et her graphic, elect ronic or m echanical, including photo copying, pr int ing, recording, or sto r ing 
in an in forma tio n ret rieval  syste m)  wit hout  pr ior writ te n c onsent  from  the In te rnatio nal  In stit ute of 
Techn olog y Pty Ltd . I ITôs t ra ining resources include but  are  not  lim ited to;  all course  conte nt  and 
ma te rials,  assessm ent  ma te rials and boo kl et s and the Student  I nforma tio n Guide . 
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Cou r se Deta ils  
 
FNS5 0 804  D ip lo m a o f  Fin anc ia l  Ser v i ces  ( Fin an cia l  Plan n in g )  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I nd u st r y  Co r e Un i ts  

FNSI CGEN301 B Comm un icate in the workplace 

FNSI CGEN302 B Use te chn olog y in the workplace 

FNSI CGEN304 B Appl y healt h and safet y practi ces in the workplace  

FNSI CIND401 B Appl y pr inciples of professional  practi ce to work  in the financial  services 
indust ry  

 
Pr e- r equ is i t e Un i t s ( a l l  a r e r equ i r ed  f o r  ASIC  Un i t s o f  Com p  to  b e in clu d ed  in  DFSFP)  

FNSI CCUS506 B Dete rm ine clie nt  requirem ents & expectat ions 

FNSI CCUS507 B Record  and im ple ment  client  inst ruct ions 
FNSI CADV501 B Provide app ropriate services,  advice and products to clie nts 
FNSI CADV502 B Provide app ropriate and t im ely inf orm atio n and advice to clie nts 
FNSFMKT502 B Analyse financial mar ket  products for clie nts 
FNSFMKT503 B Advise clie nts on financial r isk  

FNSCOMP501 B Com ply wit h financial  services legislat ion, indust ry  & professional  codes of 
prac ti ce 

FNSI CPRO502 B Conduct  product  research  to suppo rt  recomm endat ions 
FNSI NBK501 B Prepare  a new business sub m ission for a broking client 
FNSI NBK502 B Monito r broking clie nts 
FNSI NBK503 B Im ple m ent  changes to brok ing clie ntôs insurance program  

FNSI NBK603 B Review insurance brokerage service perf orma nce 

 
Sect o r al  Cor e Un i t s  
FNSFPLN501 B Com ply wit h Financial  Plann ing prac ti ce et hical  & opera t ional  guidelines & 

regulat ions 

FNSFPLN502 B Conduct  financial plann ing a nalysis and research  

FNSFPLN503 B Develop and prepare  financial plan  

FNSFPLN504 B Im ple m ent  financial plan  

FNSFPLN505 B Review financial plan and provide ongoing service 

FNSFPLN506 B Meet  wit h clie nt  to determ ine clie nt  requirem ents and expectat ions 

FNSFPLN507 B Provide Financial Plann ing Advice 

 
ASIC  Ad vi so r y  Un i ts  
FNSASIC301 B Establi sh clie nt  relat ionship and analyse need s 

FNSASIC302 B Develop, present  and negoti ate clie nt  solut ions 

FNSASIC503 ZB Provide advice in Financial Plann ing 

FNSASIC503 XB Provide advice in Life In surance 
FNSASIC503 TB Provide advice in Managed I nvestm ents 
FNSASIC503 WB Provide advice in Securiti es 
FNSASIC503 VB Provide advice in Derivat ives 

FNSASIC503 UB Provide advice in Superannu atio n 
FNSASIC503 YB Provide advice in In surance Broking 
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FNS6 0 404  Adv anced  Dip lo m a of  Fin an cia l  Se r v ices  ( Fin an cia l  Pl an n in g)  
 

 
 

 
 
 
 
 

Pr e- r equ is i t e Un i ts  
 

FNSI CGEN301 AB Comm un icate in the workplace 

FNSI CGEN302 B Use te chn olog y in the workplace 

FNSI CGEN304 B Appl y healt h and safet y practi ces in the workplace  

FNSI CIND401 B Appl y pr inciples of professional  pract ice to work  in the financial  services 
indust ry  

 
Cor e Un i ts  

 

FNSFPLN508 B Conduct  com ple x financial plann ing research  

FNSFPLN601 B Provide te chn ical  and professional  guidance 

FNSFPLN602 B Dete rm ine client  requirem ents and expectat ions for clie nts wi th com plex 

need s 
FNSFPLN603 B Provide com prehensive m onito r ing and ongoi ng servi ce 

FNSFPLN604 B Develop com plex and/ or inn ovati ve financial plann ing s t ra teg ies 
FNSFPLN605 B Present  and negoti ate comple x and/ or inn ovati ve financial plan to the clie nt 
FNSFPLN606 B Im ple m ent  com plex and/ or inn ovati ve financial plan  
FNSACCT604 B Monito r corpora te governance acti vitie s 
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FNS4 0 604  Cer t i f i cat e I V in  Fi n anc ia l  Ser v ices  ( Acco u n t ing)  
 
 

I nd u st r y  Co r e Un i ts  
 

FNSI CIND401 B Appl y pr inciples of professional  practi ce to work  in the financial services 

indust ry  

FNSI CGEN301 B Comm un icate in the workplace 

FNSI CGEN302 B Use te chn olog y in the workplace 

FNSI CGEN304 B Appl y healt h and safet y practi ces in the workplace  

 
Sect o r al  Cor e Un i t s  

 

FNSACCT401 B Process business tax  requirem ents 
FNSACCT402 B Produce jo b cost ing inf orma tio n 
FNSACCT403 B Prepare  ope rat ional  budgets 

FNSACCT404 B Make decisions wit hin a leg al  conte xt 
FNSACCT405 B Prepare  financial s tate m ents 
FNSACCT406 B Maintain asset  and inv ento ry  records 

 
Elect iv e Un i ts  

 

FNSI CACC307 B Reconcile and m onitor accoun ts receivable 
FNSI CACC401 B Evaluate and authorize paym ent  requests 
BSBADM408 A Prepare  financial r epo rts 

 

 
 
 
 
 

FNS3 0 304  Cer t i f i cat e I I I  i n  Fin an cia l  Se r v ices  ( Acco u nts  Cleri cal )  
 
 

I nd u st r y  Co r e Un i ts  
 

FNSI CIND301 B Work  in the financial s ervice indust ry 

FNSI CGEN301 B Comm un icate in the workplace 
FNSI CGEN302 B Use te chn olog y in the workplace 
FNSI CGEN304 B Appl y Healt h and safet y practi ce in the workplace 

 
Sect o r al  Cor e Un i t s  

 

FNSI CACC304 B Prepare  and Bank Receipt s 

FNSI CACC306 B Process Journal Ent r ies 

FNSICGEN305 B Maintain daily financial/ bu siness recor ds 

BSBCMN308 A Maintain financial r ecords 

BSBADM408 A Prepare  financial R epo rts 

 
Elect iv e Un i ts  

 

FNSI CACC302 B Adm iniste r financial acc oun ts 
FNSI CACC301 B Adm iniste r accoun ts payable 
FNSI CACC303 B Prepare, ma tch and process receipt s 
FNSI CACC305 B Process paym ent  docum entat ion 
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FNS5 0 204  D ip lom a of  Accoun t in g  

 
I nd u st r y  Co r e Un i ts  

 

FNSI CIND401 B Appl y pr inciples of professional  practi ce to work  in the financial  services 
indust ry  

FNSI CGEN301 B Comm un icate in the workplace 

FNSI CGEN302 B Use te chn olog y in the workplace 

FNSI CGEN304 B Appl y healt h and safet y practi ces in the workplace  

 
Sect o r al  Cor e Un i t s  

 

FNSACCT502 B Prepare  income tax  ret urns 

FNSACCT503 B Manage budget s and forecasts 

FNSACCT504 B Prepare  financial r epo rts fo r a  repo rti ng ent it y 
FNSACCT506 B Im ple m ent  and ma intain inte rnal  cont rol procedures 

FNSACCT507 B Provide ma nagem ent  accoun ti ng inf orm atio n 
 

Elect iv e Un i ts  
 

FNSACCT607 B Evaluate business performa nce 
FNSI CACC401 B Evaluate and authorise paym ent  requests 
FNSICORG509 B Maintain integ rit y of financial s ystems  

 
Pr er equ is i t e Un i ts  

 

FNSI CACC304 B Prepare  and bank receipt s 

FNSI CACC306 B Process jo urnal ent r ies 

FNSACCT407 B Set  up and ope ra te a compute rised accoun ti ng system  

BSBADM408 A Prepare  financial r epo rts 

BSBCMN308 A Maintain financial r ecords 
 
 
FNS6 0 204  Adv anced  Dip lo m a of  Acco u n t ing  

 
I nd u st r y  Co r e Un i ts  

 

FNSI CIND401 B Appl y pr inciples of professional  practi ce to work  in the financial  services 
indust ry  

FNSI CGEN301 B Comm un icate in the workplace 

FNSI CGEN302 B Use te chn olog y in the workplace 

FNSI CGEN304 B Appl y healt h and safet y practi ces in the workplace  

 
Sect o r al  Cor e Un i t  

 

FNSACCT604 AB Monito r corpora te governance acti viti es 
 

Elect iv e Un i ts  
 

FNSACCT601 B Prepare  com plex tax  ret urns and lodg ements 

FNSACCT610 B Develop and im ple m ent  financial s t ra tegies 
FNSACCT602 B Audi t  and repo rt  on financial s yste ms  and records 
FNSACCT603 B Im ple m ent  tax  plans and evaluate tax  com pli ance 
FNSACCT606 B Conduct  inte rnal  audi t  

FNSACCT614 B Prepare  com plex and financial c orporate  financial r eports 

FNSACCT613 B Prepare  and analyse ma nagem ent  account ing inf orma tio n 

 
Pr e- r equ is i t e Un i ts  

 

FNSACCT502 B Prepare  income tax  ret urns 

FNSACCT503 B Manage budget s and forecasts 

FNSACCT504 B Prepare  financial r epo rts fo r a  repo rti ng ent it y 
FNSACCT506 B Im ple m ent  and ma intain inte rnal  cont rol procedures 
FNSACCT507 B Provide ma nagem ent  accoun ti ng inf orm atio n 
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FNS6 0 201  Adv anced  Dip lo m a of  Bu sin ess Man age m ent  
 
 

Un i ts  
 

BSBHR601 A Manage Change 

BSBHR603 B Cont r ibute to Organisat ion Develop ment  

BSBFLM501 B Manage personal work  pr io r it ies and professional  develo pm ent  

BSBMGT605 A Provide leadership acr oss th e organizatio n 
BSBMGT608 A Manage inn ovatio n and conti nu ous im provem ent 
BSBMGT603 A Review and develo p business plans 
BSBMGT604 A Managing Business Opera tio ns 


