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Premium education at affordable prices!

I T6 Student Information Guide applies to all nationally recognised Courses, products and services
that lead to a formal qualification (Certificates of Completion and State ments of Attainment) under
the AQTF.

Subje ct to the conditions proscribed under the Copyright Act of Australia, no part of this publication
may, in any form or by any means (electronic, mechanical, micro copying, photocopying, recording
or otherwise), be reproduced, stored in a retrieval system or transmitte d without prior written
permission from IIT.

You agree that the content of this Student Information Guide does not constitute legal advice. You
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contained in this Student Inf ormation Guide (c ollectively the Agreement) that govern the use of the
Website, Student Enrolment Form and use of, purchase of and application to the Approved Products
and Services. Furthermore, you are deemed to be legally bound by your use of the Website and/or
your agreement to pay and/or Your selection or acceptance of the Declaration in the Student
Enrolment Form, together with the definitions and the rules of interpretation contained in this
Agreement. Inquiries should be addressed directly to:

International I nst itute of Education (Il T)
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Phone: 1300 883 346
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International
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1 International Instituteof Techn ologyi Welcom e!

Welcome and thank you for choosing the International Institute of Technology ( IbT) as your
preferred education provider and partner in your pursuit of a successful career in the financial
services industry!

Internatio nal Instit ute of Technology is a registered training organisation (RTO # 21421 ) registered
by the Victorian Registration and Qualifications Authority (VRQA) to deliver competency based
training courses throughout Australia.

Our financial planning courses are all registered on the ASIC Training Register and meet the full
requirements of Regulatory Guide 146 (RG146). This was formerly known as Policy Statement 146
(PS146) and can be viewed at http :// www. asic.gov.au/eTraining/eTrain.n sf

Il T students are held in the highest regard by the financial services industry given the 6e&al worldd
learning outcomes our students learn in relation to developing high levels of knowledge and skills.

Our financial services Otraining encompasses financial planning, accounting and business
management. Il T offers nationally recognised qualifications through completion of our courses
which are developed by industry experts through National Training Packages, which are
governed by the Australian Qualification and Training Fram ework (AQTF).

2. Wh [ rewe reqgi [ liv er?

Il T6 gange of courses has continued to expand and now has on the scope of registration
A BSB6020 1 Advanced Diploma of Business Management

FNSO4 FinancialServices Training Package-

Transitioning to FNS10 over this year.
A FNS6020 4 Advanced Diploma of Accounting
A FNS5020 4 Diploma of Accounting
A FNS4060 4 Certificate 1V in Financial Services (Accounting)
A FNS3030 4 Certificate lll in Financial Services (Account s Clerical)
A FNS5080 4 Diploma of Finan cial Services (Finan cial Planning)
A FNS6040 4 Advanced Diploma of Finan cial Services (Fina ncial Planning)
A FNS4080 4 Certificate IV in Financial Services (Finance/ Mortgag e Broking)
A FNS50504 Diploma of Financial Services (Mortgage Broking Management)
A Sel f Managed Superannuati on Funds
A Pri nci pl e s plwzdtion§ i FoeigincEechahge RG146 course
A Principl es of Mar gi n Lendi ng RG146

This Student Information Guide is desighed to give students a comprehensive understanding of the
Policies and Procedures of IIT. All students must be 18 year of age or older to study at Il T. The
courses are presented in English only.
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. Whvch 11T r preferr tion pDrovi r?

The International Institute of Technology ( IbT 0iy a registered training organisation (RTO Number
214 21) dedicated to the Accounting and Financial Services Industries. Il T has operated since 2004
and in that time we have help ed many Australians obtain natio nally recognised qualifications in the
areas of Accounting and Finance.

Top reasons to study with 11 T!
Il Tis authorised to provide:

1. Nationallyrecognised and accredited qualifications under the Australian Qualifications
Fram ework (AQF);

2. Compliance training courses meeting the skills and knowledg e training requirements as set out
under ASIC Regulatory Guide 146 (RG146 ) for those employed or seeking employment in
the financial planning industry; and

3. A pathway to the Certified Financial Planner (CFPE) Prog ram, and other programs
offered by the Asso ciation of Financial Advise rs (AFA) as well as the possibility of
articulation in to University level Bachelor Degrees.

Nationally Recognised Courses that provide Qualification Pathw ays.

IIT is a Registered Training Organisation with all of our courses being Natio nally Recognised and
Accredited by both the State Government Bodies (and in the case of our Financial Services
Courses) recognised by the Australian Securitie s and Investment Comm ission (ASIC).

Our Financial Services Training Courses (FNS5080 4 and FNS60404 ) provides quality competency
based learning which is required by ASIC to become ASIC RG146/PS146 compliant. Therefore, all
graduates receive nationally recognised, industry standard qualificatio ns.

Learning made simp le and flexible.

Flexible Training with m ultiple assessment methods! Students can start their skills-based Courses
whenever it suits them! Our programs are not 6 emester basedélike old, traditional providers - you
can start and complete a course when it suits you best. You can choose to undertake our Courses
by Distance Education or in an 6 a elerated 8Workshop which is facilit ated by experienced, industry
professionals who have ealrworlddexperience.

Delivery Methods for Learning and Assessment

II'T offers students a variety of options to choose from when considering how they wish to
undertake one of ourcourses. They are:

A Distance (Self -Paced) Study: Distance or self-paced learning allows you to start a course
when it suits you best. Moreover, it provides you with the flexibility to continue with your
other commitments in life, such as work, parenthood and social life. BEST OF ALL - this
option gives you have access to our experienced Student Services Team of experienced,
finance professionals who can discuss concepts, conduct skill-based role-plays and provide
feedb ack on any assessments submitted .

A Accelerated Learning (in Works hops): Face-to-face workshops create a friendly
classroom environment to enable learning in a timely and structured way. It also allows
you to dounce ideas aroundd with other participants i not to mention the networking
oppo rtunities! Facilitators are industry professionals with éeal worldéexperience and take
the time to tell the dvar stories @vhich help explain the concepts. We limit class sizes to
ensure personalised service is provided.

As there are no semester-based intakes you are able to commence your qualification at a
time of your choosing. This also allows for you to achieve your qualification more quickly as
you are a ble to work at your own pace.
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Our Facilit ators are skilled at making the classroom experience interactive and provide real
life examples to stimulate interest. To be eligible for workshops sufficient pre-reading is
necessary. Please refer to the hours that are relevant to your course selection. The reading
does not need to be confined to course material as long as it pertains to the relevant course
area. For instance reading the Master Financial Planning Guide would be relevant reading
for Financial Planning in Practice. Please note that to be eligible to attend a classroom
workshop, you must have received the course material at least two weeks prior to the
comm encement date. Special pick-up arrangements require enrolment three weeks prior to
the comm encement date.

A Recognition of Prior Learning (RPL): A Unit or Units of Compete ncy in an accredite d
course leading to an award under the AQTF can be assessed by RPL. RPL assessment is
based on prior courses or training undertaken within the workplace, professional
organisations or other recognised training providers. Please see the RPL section on the
next page.

A Blended Training: This option is best for candidates who want flexibility in their study
options. As such, they can complete the course using any range of study modes, such as
combining workshops, distance education, and RPL options.

A Qualifi cation Pat hw ays: Many of the courses offered by Il T provide a pathway leading to
higher nationally recognised qualifications specifically designed to assist with your career
development in the Accounting and Financial Services Industries.

In House Training Worksh ops

IIT delivers private and confidential in-house training to corporate clients upon reasonable
notice and subje ct to minimum student numbers. Course content is customised to a clientd spesific
industry to deliver enhanced learning outcomes whilst still maintaining ASIC and AQTF compliance
standards.

Comfortable Facilities and Quality Resources

In an intensive course such as our workshops it is important that students are comfortable and
relaxed. Hence, IIT only selects venues / training facilitie s that provide students with the
necessary level of comfort to ensure effective learning outcomes. All of our venues are located in or
around CBD locations in Australian capit als.

Our Facilitators use modern data projectors and laptop computers when delivering the relevant
course ma terial along with interactive whiteboards where possible.

Compe titive and Affordable Pricing

Il T operates an efficient and effective business based mainly on experienced, in-house, professional
educators who are also the owners as well as incorporating 6 tate of the art6technology resources
to streamline business processes. Therefore, II T has none of the overheads associated with other
large education providers and, as such, this enables IIT to deliver quality training and assessment
at an extremely affordable price.

All course prices include:

Learning and Assessment Materials delivered to your door.

Resource Materials

Assessments

Issuance and delivery of the Certificate / Statement of Attainment / Qualification to your door.
Post-course support to discuss and assess your future training and develop ment needs.

Po Do Do o o

II'T offers a variety of payment options including, discounts for full upfront QUALIFICATION
enrolments, or payment plans enabling you to pay per course as you ma ke your way through any
of our qualificatio ns.
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There are NO hidden fees or costs i your enrolment fee covers all your learning materials,
delivered direct to your door! Some of the payment assistance plans we have available are:

A Payment plan - With the qualifications offered by Il T you have the optio n of paying per
course 1 for example, if our Diploma level qualification is comprised of 4 courses you can
elect to pay for one at atime and not necessarily the whole 4 courses at once.

A Financial Assistance Plan - For information regarding government-funded assistance,
please refer to the &ENROLMEN T &ectio n of this Student Inf ormation Guide.

Please refer to the website and available brochures for each Qualification (and the courses that
comprise them) for current pricing.

Stud ent Care and Support Services.

From your initial contact to graduation our knowledgeable Course Advisers, helpful m entors,
industry-experienced Facilitators and expert Distance Education Assessors will assist you in any
way possible to ensure you reach your goals.

At |IT our student service charter ensures:

A Fast Assessment: Any assessments submitted are assessed within 5 working days to ensure
you receive timely feedback to make certain you are on the right track with your training and
assessment. The feedback will incorporate assessment and study tips to help you reach your
potential.

A UNLIMIT ED Tele phon e Support: Students undertaking any of our courses have access to
our experienced Student Support Team to assist with any queries, discuss concepts, conduct
skill-based role plays and provide feedback on any assessments submitted. Our mentor
support system is designed to help keep you motivated. Our Distance Education Assessors are
all industry professionals and have vast amounts of experience. Each one will provide a wealth
of knowledge to students outside of just merely the content of the course materials and
students are invited to have a converse with our Assessors about any queries the student may
have.

A Regular Student New slett ers keeping you up to date with what's happening not only at II' T
but also acr oss the Accounting and Financial Services Industry.

Stud ent Reso urce Requirements

II' T recomm ends that all students have access to a computer and a reliable internet connection. All
students must nominate an email account that is accessed on a regular basis. Email is Il T 6 grimary
method of contact with students, however IIT do not email large files. A free web based email
address (for example, gmail or hotmail) may be suitable for this purpose, as long as it is checked
on a regular basis.
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4 A ment Pr [

The skills and knowledge required by a student to demonstrate they understand the relevant
unit(s) of competency is assessed using three different methods, and is the same whether the
student chooses the workshop or distance education options. These methods are as follows:

1. True/False, Multip le Choice Questions, and Short Answers Questions in each Chapter;
2. Role play(s) demonstrating the skills necessary; and
3. Short answer case study.

Students can make as many atte mpts as they like to demonstrate the unit(s) of competency.
There are no re-sit for or any other additional charges. If the student has not demonstrated
competency after the third attempt it will be recommended they set an appointment with an
Assessor for one-on-one mentor and coaching to help explain the necessary concepts.

Course Materials are c omprised of:
1. Course Manual

Students will be provided with a course manual corresponding to the module for which you are
enrolled. Upon receipt of your course fees you will receive this material via courier to an address of
your choosing.

2. Assessm ent Booklet

Students will be provided with an answer booklet along with guidelines detailing how best to
complete the required activities. If studying via Workshop these will be given to you by your
Facilit ator on comm encement of the workshop, or if you are studying via Distance Education you
will receive this by email, however we can fax or mail this to you upon your request. The
assessment booklet will include the various assessment activities you must complete.

Please note that if you are completing assessments by correspondence it imperative that you keep
either a digital or photocopy of your completed assessments for your personal records before
sending your coursework to the IIT team to be assessed. Submissions are generally assessed
within 5 working days.

Role Play Inform ation

Upon successful completion of all written assessments students must deliver a Role Play to
demonstrate their practical skills. As detailed in the course materials, a student will be presented
with a particular scenario in which they act as an industry professional delivering information to a
client. The course ma terials contain specific instructions on how to complete the task.

When completing a qualification via Workshop, the Role Play will be conducted in a classroom
environment with another student or the facilitator. Alternatively, if you are completing the course
by correspondence you must deliver yourrole play over the phone to an |IT Assessor.

Appealing an Assessment

If in any circumstance you wish to challenge your assessment outcome you may do so by speaking
with your assessor. If the matter is not resolved to your satisfaction you may present your request
in writing to the CEO. Your matte r will be resolved within 5 working days and the outcome will be
provided to you in writing.

I1T_Student Information Guide_130711 9
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RecoanitionofPriorlLearninag(RPL

This pathway has many names i Skills Recognition, Recognition of Current Compete nce (ROCC)
and Recognition of Prior Learning (RPL). W ith competency based training (which training packages
and nationally recognised qualifications are based on), the focus is with learners demonstrating
competency in the specified areas. Competency can be demonstrated by the physical d@oingd
and/or by evidence and documentation that documents the d@oingd . That is, recognition of prior
learning can be achieved through work experience, qualifications or knowledge and skills gained
over time in a specialised area.

Training Packages are developed in consultation with industry a nd define the outcomes required of
training throughout Australia. A Training Package consists of three parts:

A units of compete ncy which s pecify the knowledg e and skills required in the workplace

A qualifications which are awarded when a person achieves specified combinations of units of
competency

A assessment guidelines which are designed to ensure assessments are thorough, consistent and
valid.

Recognition is available for all Units of Competency in the all the qualifications offered by II T. The
elements of competency of each unit provide the RPL benchmar ks. Candid ates may receive full
recognition or high standing for the compete ncies required for a qualification or unit of compete ncy.
High standing recognises attainment of some but not all competencies for the course or unit of
competency.

What is a unit of competency?

A unit of competency specifies the knowledge and skills for a workplace outcome or activity and the
appli cation of these to the standard of performa nce expected in the workplace.

Each unit of compete ncy is grouped into elements, a series of work activities or steps directed
toward the achievement of the overall outcome of the unit. For each element, there are a number
of performance criteria that specify the required level of performance in the workplace. The critical
aspects of evidence usually reflect the performance criteria but may contain important, additional
informa tion required for demonstration of compete nce.

The relationship of the elements, performa nce criteria and criti cal aspects of evidence to the unit of
competency is shown below:

Unit of competency

Hement 1 Hement 2
A PerformanceQiteria 1 A PerformanceQiteria 1
A PerformanceQiteria 2 A PerformanceQriteria 2

A PerformanceQiteria 3

Qritical aspectsof
evidence

Evidence is anything that supports a claim by the student that they are competent or a
demonstration of competence based on a recognised standard, learning outcome and/or
performa nce under certain conditions.

I1T_Student Information Guide_130711 10
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RPL Assessment
RPL by Recognition of Qualification /S tatement of Atta inm ent

This method is to be used if you have completed a course similar course (having achieved a
Statement of Attainment) to those offered by II T and also meet the required competencies of the
particular qualification/units of compete ncies against which it is being assessed

A If you have completed a course that has similar content and leaning outcomes to those offered
by IIT (but not accredit ed under the AQTF) or

A If you have completed a course that covers the same competencies (under the Australian
Training Fram ework, AQTF) to those offered by Il T; and

A (for financial planning course) his course is listed on the ASIC training register. If your course is
not listed on the ASIC Register you may be eligi ble to apply for RPL by Assessment instead.

This method requires you to supply certified copies of academic transcripts and if a non AQTF
course learning outcomes and outline of the course.

Key evidence required for RPL assessment:
A Copy of Statement of Attainment and/or relevant Qualification
A Certificate of Completion for non-award training courses

A Print out relating to the training undertaken from the ASIC training register showing full
details of course as it appears on the register (www. asic.gov.au)

Where the training being submitted as evidence was completed before 1995 we require evidence
that ongoing continuing professional development and training has been undertaken to maintain
the currency of knowledg e and skills.

Financial Planning courses only

Pre 199 5 Training - ASIC Regulatory Guide 146 (RG146) states that where an individual has
undertaken training listed on the ASIC Register prior to 1 January 1995, the individual applying for the
RPL must prove the currency of that knowledge and skills. This can be best achieved by evidence of
ongoing training and/or supple mentary @apdtraining.

Foreign Qualifi cations - ASIC Regulatory Guide 146 (RG146) also states foreign qualifications may
be accepted, however, individuals are generally required to undertake a further compliant training
course on the ASIC Training Register to become familiar with the Australian regulatory system,
fram ework and requirements.

RPL and Credit Transfer

Although RPL and credit transfer are closely related with the boundaries between them often
blurred, they are distinguished as alternative pathways to an AQF qualification. They are
differentiated by the way they relate to learning achieved through formal education and training
(credit transfer) and learning achieved outside the formal education and training system (RPL).

RPL is an assessment process that assesses the individuald sion-formal and informal learning to
dete rmine the extent to which that individual has achieved the required learning outcomes,
competency outcomes, or standards for entry to, and/or partial or total completion of, a
qualification.
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Credit transfer assesses the initial course or subject that the individual is using to claim access to,
or the award of credit in, the destination course to determine the extent to which it is equivalent to
the required learning outcomes, competency outcomes, or standards in a qualification. This may
include credit transfer based on formal learning that is outside the AQF fram ework.

The key distinguishing characteristic is that it is the student who is assessed in the case of RPL, and
the course or subject in the case of credit transfer. In credit transfer the judgement is about the
learning program, outcomes and assessment in the initial course or subje ct.

I .
Please NOMINATE on the ENROLMENT FORM what courses you are seeking RPL for and provide ALL
necessary documentary evidence to support the application. This can be downloaded from

www. iit.edu.au in the 6 &rms &ection.

When submitti ng your RPL appli cation, be aware that your submission and any inclusions cannot be
returned to you or copied for you. Consequently, please send COPIES OF ORIGINALS rather than
any original documents.

Il T believes the RPL Process should be streamlined and is FREE of charge. Specifically:

A There is NO FEE payable for submitti ng an RPL appli cation and appli cants who are unsuccessful
with their RPL application will not incur any fee. Applicants who receive partial recognition
towards one of the Competency Fields will benefit from reduced training and/or assessment
requirements i still, no fee is payable in relation to the RPL application i and, therefore, a
reduction in training requirements.

A To make an RPL Application, applicants need to complete the RPL Section of the Course
Enrolment Form for the relevant course being applied for. Submit the Enrolment Form with the
relevant support evidence and if further evidence is required, then this will be negoti ated with
the candidate. The process may include a further interview, writte n assignment, workplace
assessment, or collection of other material.

A Successful candidates are notified promptly of the RPL outcome.

A Any candid ates can appeal the decision if it is declined with the RTO Manager.
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6. TheEnrolmentProcess

IMP ORTANT NOTE:

II'T courses have been designed so that ALL students are considered to be enrolled as Distance
Education Participants. Those who choose the WORSKHOP course delivery method are merely
accelerating their learning in a structured and helpful environment.

Therefore, any student wishing to complete their courses in the WORSKHOP environment MUST
enroll AT LEAST 3 WEEKS PRIOR to the commencement of their chosen course dates. |IT will not
permit any student to enroll within the 3 week period.

Students will be required to fill in the relevant course enrolment form, make payment and return
the correspondence to the International Institute of Technology by fax/email/mail to the office
address.

Payment can be made by direct debit / credit card / cheque. 11T will not accept partial payment i
all courses enrolled for must be paid in full before the course learning and assessment materials
will be sent. Learning and assessment materials are sent as soon has payment has cleared.

Student enrolments will be confirmed in writing (via email) along with their timetable. A Tax
Receipt will also be issued once payment has been made. If you feel any details are incorrect or
errors have been made please feel free to contact 11T on educatio n@iit .edu. au.

Learning and assessment materials should be received in 5 Days from final payment. Also, if
Express Post is requested a further $15 delive ry fee will be incurr ed and for internatio nal
students a further $100 delive ry fee will be incurr ed. If the materials do not arrive within 5
days please contact our office.

Students have 16 MONTHS from the date of enrolment to complete the full course they
have enrolled for. This applies to ALL students (workshop or distance) and commences from the
date of final payment being received by Il T. Students who fail to complete the courses they have
enrolled in within this time frame can make a fRequest for Extension of Timeo which must be
made in writing to the RTO Manager. *For individual modules, the duration is 6 months from the

time of enrolment.

Internet and Email Acce ss

Upon enrolment all students must nominate the email account which they wish all correspondence
to be emailed to. Any free web based email address (such as yahoo, gmail, iinet, hotmail etc)
may be suitable for this purpose. All students will require access to a computer with reliable access
to the internet.

When the Enrolment Form is signed and returned to IIT you agree to be bound by the above
conditions and all other terms and conditions contained in this Student Inform ation Guide and
other associated documentation.

Useful Websites

To assist students in preparing for accelerated workshop learning, the following resources may be
of particular benefit:

Australian Financial Review http :// www.afr.com.au

Money Management http :// www. moneymanagment.com.au

Inv estor Daily http :// www .investordaily.com.au

Financial Planning Association of Australia http :// www.f pa.asn.au
Australian Securitie s and Investments Comm ission http:// www. asic.gov.au
Australian Tax O ffice http :// www.ato.gov.au

Australian Stock Exchange http :// www. asx.com.au

Centrelink http :// www. centrelink. gov.au

Reserve Bank of Australia http :// www. rba.gov.au

Do o o o Do Po Io o o
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7. = ndRefun Poli

Il T is committe d to delivering the highest quality training and assessment products/services at the
most competitive prices.

Financial Assista nce
1. Payment Plans

II' T provides a payment plan optio n for al Diploma and Advanced Diploma level qualifications by
enabling students to separately enrol in and pay for individual course (competency fields). By
enrolling in each of the four courses separately and completing them one at a time, IIT
students have the optio n of spreading out their payments for the relevant qualification.

2. Discounted Pricing

Students who elect to enrol in all four courses AT ONCE in any of the Diplo ma and Advanced
Diploma level qualifications will receive a discounted course price. Please ask one of our
friendly Team members about this option upon enrolment

3. Parents Return to WorkProg ram i Victorian residents only.

The Parents Returning to Earning program is a Victorian Government initiative,
administered by AMES. The program provides a grant of up to $1,000, to assist parents
planning to return to work after an absence caring for dependent children. The program
addresses two key concerns of the Victorian Government: supporting people back into training
and work, and broadening and deepe ning skills.

Studying with Il T assists parents to improve their work-related skills and earning pote ntial in
their spare time, with no related childcare and travelling expenses if they choose to complete
the course by Distance Education. Additionally, all learning materials, including textb ooks, are
included in the course fee.

For further information regarding available courses, eligibility and how to obtain a Parents
Returning to Earning grant, contact one of our Course Advisors on 1300 883 346 or send us an
email.

The Parents Returning to Earning eligibility is for parent who:

A Have been absent from education, accredited training® and/or the workforce for over
two years while caring for children

Are currently unemployed and wish to return to work, preferably in the next 12 months
Have not worked for more than 4 months full time, or equivalent part-time, in the last
2 years

Are Australian residents living in Victoria* *

Will enrol in training to improve their workforce skills and/or earning pote ntial

Have not received a grant under the program Parents Returning to Work; or

Were unable to activate their Parents Returning to Work grant due to unforseen
circumstances

Do Do Do Do o

A Accredite d English Language training is an exception to this condition.
** TPV holders are deemed as eligible residents

Please visit the Parents Returning to Earning website at www. parentsreturntowork.n et.au as
the eligibility criteria may change from time to time.
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Invoices /| Tax Receipts

Il T understands that some students their course fees are paid by Employers, Associations, or other
organisations that require invoices for payment before making such payment. We also understand
some individuals prefer this service. Therefore, upon enrolment, Il T is happy to email an Inv oice
and, once payment is made, a Tax Receipt will be supplied with our relevance course learning and
assessment materials. There is noadditional charge for this service.

No Enrolment / Administration / Ext ension of Time Charges

All courses are listed on the Enrolment Form at retail price. There are no additional enrolment fees
or administration fees (other than Express Post / International Delivery surcharge). The price
detailed in any mar keting on our website or on our Enrolment Forms are the only prices to be paid
in order to enrol in and complete one of our courses.

Some other education providers prefer to charge for a mere request to grant extra time for
students to complete their studies. At IIT we understand such a decision incurs no real cost on
behalf of the education provider. Hence, we DO NOT charge for any appli cation for an extension of
time to complete your course(s), a lthough all applications must still be made in writing to the RTO
Manager.

No Fees for RPL Assessment

II' T does NOT CHARGE for any Recognitio n of Prior Learning (RPL) ass essment. Our Team belie ves
such a service is of critical importance for our students to ensure they enrol in the right course the
first time around! Hence, we are happy to provide advice and guidance in the area of RPL
assessment FREE OF CHARGE.

Again, some other education providers prefer to charge for an RPL request claiming it is an
expensive and time consuming process. The IIT Team belie ves it is an essential part of ensuring
our students undertake only those courses necessary to achieve their desired educational
outcomes. All RPL appli cations must still be made in writing using the relevant Enrolment Form.

Change of Course(s)

At Il T we understand life can often get very busy due to family, changing work oblig ations, health
issues etc. Therefore if you should need to change any planned course arrangement, such
changing from distance education 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. If required, we would then ask that you submit a written request for the change. T he
Course Adviser will instruct you on the best approach.

There is NO additional fee to request a change to your enrolment. HOWEVER, if a student is
changing their enrolment to a course with a higher price than the price they originally paid (for
example, distance to workshop) then they will need to pay the price difference.

Non -Payment Cancellation Option

For ALL workshop courses, payment in FULL must be made NO LATER than 2 WEEKS PRIOR to the
comm encement date of the course.

II' T reserves the right to cancel an enrolment for non-payment if the course has not been paid for
by this 2 week cut-off period. Of course we are sympathetic to all our students deeds so please
feel free to contact one of our Education Consultants if you believe you may not be able to pay by
the required cut-off date to discuss the options available to you.

The right to cancel an enrolment due to non-payment is Il T 6 sght only and not that of the student.
This right does not reduce the studentd ®bligation to pay a Cancellation Fee or the Course Price in
the event of the student choosing to cancel their enrolment or failing to atte nd the scheduled
training.
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Fee Refunds

When an appli cant accepts a place offered by Internatio nal Instit ute of Technology Pty Ltd (Il T) by
virtue of paying fees, a binding contract between the person who entered the contract and IIT
comes into existence subject to the conditio ns below.

Refunds will only be given to Students under special circumstances and within 14 days of Student
enrolment. All refunds shall be made out to the individual or legal entity that made the original
payment to Il T.

II' T reserves the right to review each refund request on its merits, and refunds must be approved
by the Chief Executive Officer or nominee.

In the event that an appli cation for refund is granted, a $50 fee per Course Manual will be charged,
which will be reduced to $20 if the Course Manual is returned by registered post to Il T undamaged.
A 10% Administration Fee is also payable and will be withheld based on the total amount being
refunded.

The process is as follows:

1. The individual client/stakeholder or company must contact our Managing Director /
RTO Manager to request a refund.

2. The refund request and reasons for refund are to be made in writing and addressed
to the Managing Director/ RTO Manager. A response will be made within 15 working
days.

3. The refund request will be analysed against our refund policy and the relevant

refund amount (if applicable) will be substantiated. This process takes up to 15
working days.

4. The maximum refund amount will be based on whether the course was to be
conducted by Distance Education or Workshop (as discussed below in this section).

5. The refund amount will be comm unicated and discussed with the client/stakeholder
or company requesting the refund. If a dispute arises then our complaints and
appeals procedure applies until the dispute is resolved.

6. The refund will be given to the client/stakeholder or company within 5 working days
form this comm unication.

7. The No Grievance Policy of 11T removes the right of a person who has entered into a
contract with II'T to pursue other legal remedies. This Refund Policy does not
remove the right of a person who has entered into a contract with I T to take
further action under Australia's Consumer Prote ction Law.

A copy of refund documents will also be filed into the client/stakeholder or comp any file.

ALL requests fora refund must be made inwriting to the RTO manager at:

314 , 1 Queens Road,
Melbou rne, Victoria, Australia 300 4

The RTO Manager will respond, in writing. If the stude nt is dissatisfied with the outcome they may
ask for a review of their case by the RTO Manager and the Chief Executive Officer (CEO) or other
senior member of management in Il T. This request must be in writing to the RTO Manager who
will confirm receipt within 48 hours. The student will be notified of the outcome of the review within
5 working days (or will be provided with a reason if this is not possible i for example, the CEO
being interstate).

If the student is still not satisfied with the outcome of the subsequent review, they should notify
the RTO Manager in writin g who will then call a meeting at which an indepe ndent third-party will
atte nd in order to mediate the dispute. (The independent third-party will be a registered mediator
from the Institute of Arbitrators & Mediators Australia (IAMA) www.iama.org.au).
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Workshop Refunds (subject to approval of refund requ est)

A refund is available to a student who has paid for a course and chooses to cancel their enrolment
in a workshop course if:

A the student cancels their enrolment in a works hop course 10 WEEKS or more before the
scheduled course comm encement date. The student will receive a full 100% refund of all
fees paid, less an Administration Fee of $150;

A the student cancels their enrolment in a work shop course MORE THAN 4 WEEKS but LESS
THAN 10 WEEKS before the scheduled cours e comm encement date, the student will be
entitled to a refund amount of 70% of enrolment fees.

If the student has only paid a portion of the enrolled course fee any amount representing more
than 30% of the enrolled course fee will be refunded to the student. For example, if the
student has paid 75% of the course enrolled course fee at the time of cancellation then the
student will receive a refund equal to 45% of the enrolled course fee;

A the student cancels their enrolment in a works hop course LESS THAN 1 WEEK before the
scheduled course commencement dat e, the student will NOT be entitled to a refund.

If at ANY time when the cancellation is made the student submits a new Enrolment Form for a
workshop to be scheduled at a later date then a Cancell ation Fee equal to 50 % of the course
(enro lled) fee will apply and the student is entitled to a refund of 50% of the course
(e nro lle d) fee .

If a student does not cancel their enrolment prior to the comm encement of the workshop they are
not entitled to any refund and the full course price will be payable. The student is also welcome to
submit a new course enrolment but will be required to pay the full course price for the new
enrolment.

Distance Education Studen ts (subject to approval of refund request)

A If the student has enrolled but not yet paid or paid only partial fees and chooses to cancel their
enrolment, the enrolment will be cancelled at no cost and written confirmation will be sent to
the student. No learning and assessment materials would have been sent to the student as full
payment has not been made.

A If the student has paid the full amount for the course they will have received or be receiving
(depe ndant on the delivery of mail by Australia Post) the learning and assessment materials.

a. |If a student cancels their enrolment in writing within 30 daysafter making their
(fi nal) cours e payment a cancellation fee equal to 20% of the course fee is
payable and the student is entitled to a refund of 80% of their fees.

b. If a student cancels their enrolment in writing between 31 and 60 days (both
inclusive ) after making their (fi nal) cours e payment a cancellation fee equal
to 50% of the course fee is payable and the student is entitled to a refund of 50%
of their fees.

c. If a student cancels their enrolment in writing between 61 and 160 days (both
inclusive ) after making their course payment no refund is payable. The
student is welcome to submit a new course enrolment but will be required to pay
full price.

d. Any cancellationrequest after the 160 days is void as the time limit to complete the
courses in which the student has enrolled has expired. The student can request an
extension of time (at no additional costs) but if they subsequently request a
cancellation of their enrolment no refund is payable. The student is welcome to
submit a new course enrolment but will be required to pay full price.
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A At any time between the student making their (fi nal) cours e payment and 16 0 days the
student changes their enrolment to a workshop course there is NO cancellation fee and they
need only pay the increase in price between their original price and the price of the course in
which they now want to enrol.

The previous policies notwithstanding, under no circumstances can fees be refunded after a student
has been issued with a Certificate, State ment of Results, and/or State ment of Attainment.

Late Payments

There is a penalty fee equal to 10% of the invoiced amount that is applied to all invoices that
remain unpaid 30 days after the student has comm enced any course with IIT. An amended invoice
will be issued on that date.

This is of particular relevance to companies and organisations that have applie d for and received
payment terms from Il T.

Is suance of Certificates, Statements of Results, and Statements of Atta inm ent

Certificates, statement of attainments and qualifications will not be issued to students who have
successfully complet ed the required unit of competency until full payment (including any penalty
fee for late payment) has been received, irrespective of whether the individual student is personally
liable to pay the invoice.

For example, if a student is enrolled by a company or organisation the student will not be entitled
to the relevant Certificate, statement of attainment and/or qualification until the company or
organisation has settle d the invoice pertaining to the enrolment of the individual student with IIT.

Should the student, having successfully completed the relevant course work, decide to leave the
employer or organisation prior to the payment being, they will not be entitled to the relevant
Certificate, statement of attainment and/or qualification until such a time as:

A Writte n confirmation has been received by II T from the company or organisation stating that
the student is entitled to the relevant Certificate, statement of attainment and/or qualification
(for example, where the student has paid the employer or organisation the necessary
outstanding amount; or

A Writte n confirmation has been received by Il T from the company or organisation on or after the
outstanding amount has been paid by the company or organisation stating the student is
entitled to the relevant Certificate, state ment of attainment and/or qualificatio n;

If the company or organisation pays Il T the outstanding amount and, at that time, requests that
the relevant Certificate, statement of attainment and/or qualification be forwarded to the company
or organisation and not the student, IIT is oblig ated to comply with the request. The student must
at that point liaise with the company or organisation to resolve any outstanding issues.
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8. Polici es and Procedures

Orientation

Before the comm encement of the course students will be advised of the time and location of an
orientation program which will familiarise the students with the required texts, rooms and facilities,
social activities, contact points and student services.

Flexile learning and assessment procedures

There are a variety of ways in which the International Institute of Technology can assess the
various compete ncies involved in this course. A selection will be made to best suit the cohort.

In general terms assessment during training will involve:

Oral r esponses to questions

Observation of performa nce (Role plays)

Previous relevant qualifications (see: Recognition of Prior Learning RPL)

Writte n response to Multiple Choice, True/False and Short Answer Questions as well as
Case Studies

o Do Do Do

Students will be given advance warning of the time and type of any assessment and will not be
expected to sit an assessment they have not prepared for. Students will be given as many
opportunities needed for reassessment upon failing to achieve any competencies successfully
without incurring any additio nal fees.

Statement of Attainments / Qualifications

Students successfully completing the assessment requirements of the course(s) they have enrolled
in will be awarded a Statement of Attainment indicating which units of compete ncy they have
completed when they have partially completion of a nationally recognised Qualification. A
qualification will be issued when all the relevant units of compete ncy have been completed.

Language, Literacy and Numeracy Needs Policy
In order to successfully complete the course, students will need:

A reading competencies sufficient to understand technical literature for example financial
documents;

A writing skills sufficient to prepare notes, procedures, journals programs, and documentation
based on knowledge gained from lectures, group discussions, industry experience and literature
reviews;

A personal organisational skills sufficient to work independently, self-manage learning activitie s
and prepare material for presentation to colleagues and assessors in accordance with an agreed
schedule;

A communication skills sufficient to engage in group discussion of concepts and issues and
present work to examiners and colle agues;

A numeracy skills sufficient to perform basic operations (addition, subtraction, multip lication and
division) using a calculator

Candidates may meet the entry requirements through education, training, work experience, work
training or life experience. We at |IT understand and recognise that a portion of the comm unity
may have Language, Literacy and Numeracy ( LLN) difficulti es.

In response to this community issue, IIT offers to provide enrolling students who indicate they
need further support in this area, information on available LLN courses and referral to counseling
services. Therefore, please notify us if you consider you may have language, literacy or numeracy
problems that may inhibit your participation in training.
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We have established a network of professional providers who can assist students in developi ng and
improving learner skills. The aim of these organisations is to provide people engaged in vocational
training with additional language, literacy or numeracy training they need in order to succeed in
their vocational training.

LANGUAGE, LITERACY AND NUMERACY COURSES

Institution Contact Number
Centr elink 1310 21

ETAS (WA) PTY LTD (08) 9409 7799
WELL (02) 6240 7333

COUNSELLING SERVICES

I nstitution Website Contact Number
Victorian Adult Literacy and Basic | http:// www.v albec.org.au | (03) 9546 6892

Education Council
Reading Writing Hotline 1300 6555 06

Stud ent Code of Conduct (Academic Misconduct)

All students are expected to conduct themselves with integrity in their dealings with others to
ensure an environment conducive to a friendly, productive and safe working relationship between
students and staff is maintained.

The use of abusive or intimidating language, threatening behaviour, and the misuse or
misappropriation of Il T property is unacceptable and may result in suspension or dismissal.

All students are expected to respect the privacy of others. All students must respect the rights of
others and are expected not to infringe on these rights. Confrontations or inappropriate behaviour
towards others will be reported to the RTO Manager and any necessary actions taken.

Plagiarism

Plagiarism is presenting someoned swords or ideas as if they are your own. Plagiarism and/or
collusion are acts of dishonesty and amount to academic misconduct. IIT takes academic
misconduct very seriously because our reputation, and that of our students and the industry, relies
on the integrity of our ass essments.

Il T6 sStudent Misconduct Comm itt ee investigates all cases of suspected misconduct, including
impersonating another student, submitting another studentdé swork as your own, forging official
results, or any other inappropriate behaviour. |IT may impose penalties for any misconduct it
believes is inappropriate.

I1T_Student Information Guide_130711 20
Copyright © 20 11 International Institute of Technology Pty Ltd


http://www.valbec.org.au/

Dispute Resolution Proced ure

The International Institute of Technology has a documented procedure to provide students with a
fairand equitable process forr esolving any disputes or complaints they may have.

Students of Il T are required to follow the Student Code of Conductat all times. Failure to follow the
Student Code of Conduct may involve the imposing of sanctions including removal from the course.

Student Disciplinary Policy

The purpose of this student disciplinary policy is to help ensure a safe, healthy, comfortable and
educationally productive environment for students, trainers/ass essors, facilitators, visitors and all
other personnel involved in the delivery of course content.

Any behaviour that disrupts the learning process and/or threatens the safety of Il T students,
employees or visitors is subject to this discipline policy. Under this policy, there are three main
consequences for infractions as follows:

Verbal warning

Suspension for the day

Suspension from the course

Il Treserves the right to modify this discipline policy, or the implementation of its
consequences to account for special circumstances.

o Do Do o

This dete rmination will be made at the discretion of the RTO Manager and will be subject to board
review. Should the student disagree with any action taken they are entitted to appeal as per
Clients Complaints, Grievance and Appeals Policy.

Access and Equity policy

Students should notify Il T of any special considerations which may be required with regards to
access and equity at the time of their enrolment. 11T recognises AQF qualifications and Statements
of Attainment issued by other Registered Training Organisations (RTOs) and IIT, as an RTO, is
bound by laws and regulations governing RTOs, and to that extent, the International Institute of
Technology shall ensure that:

1. Policies and procedures are developed in compliance with all relevant legislation including, but
not limited to RTO standards, Anti-discrimination Act, Privacy Act and Trade Practices Act;

2. Training and assessment will be conducted in accordance with any other relevant policy or
procedure, and;

3. All training and assessment strategies will be reviewed for compliance prior to imple mentation

4. All training and assessment strategies will be reviewed after implementation for continuous
improvement

Access & Equity Procedures further detail requirements and obligations defined by, but not limited

to:

A Candidates with special needs

A A fair and equitable assessment system

A Clarity in assessment standards and processes

A Evaluation of pote ntial candid ates

A Thorough evaluation of assessment processes and materials to ensure they do not
disadvantage any candid ates

A Method for appropriate and effective review of access, assessment, certification or any other
related issue (s ee Customer Care Policy)

A Process for the creation of assessment tools, planning, conducting and reviewing assessments
shall be documented forall employees and contractors of Internatio nal Instit ute of Technology
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Comp laints, Grievances, & App eals Policy

The Complaints, Grievances, and Appeals Policy is based on principles of natural justice and sets
out the International Institute of Technology (IIT) guiding principles in respect to formal
expressions of dissatisfaction about a work or learning situation.

II'T both recognises and respects that employees and students have the right for complaints and
grievances to be heard through all levels of management. As such |IT is committed to solving
problems as they arise, and to that extent, the Il T shall ensure that:

A An equitable and transparent process is in place to manage complaints and grievances, which
includes an appeals process.

All complaints, grievances and appeals including the respective outcomes will be recorded in
writing.

Each appell ant is given a writte n statement of the appeals outcome including the reasons for
the decision.

Complaints are fully described by the party (client or employee) with the grievance or
complaint.

The person(s) is given the full details of the allegation(s) against them

The person(s) against whom the grievance/complaint is made is provided with the opportunity
to put their side of the story in before resolution is attempted within a reasonable time
Proceedings are c onducted honestly, fairly and without bias

Proceedings are not unduly delayed

Each grievance incident is conducted to facilitate the following outcomes:

35 S5 S S5 S S S &

- A peaceful method of conflict resolution to reduce industrial or legal action and provide
greater stability while maintaining relationships;

- Quick and effective results;

- Improved comm unications and working relatio nships;

- Party participation and consultation;

- Increased productivity and efficiency of the organization;

- Resolution of problems with workplace change programs if appropriate;

- Emotio nal well-being, performa nce and morale of all parties;

- Avoidance of the costs and delays of going to the tribunal

- Natural justice forall parties involved.

All complaints and appeals must be made in writing to the RTO manager at:

314 , 1 Queens Road,
Melbou rne, Victoria, Australia 300 0

The RTO Manager will respond to the complaint, in writing, within 5 working days. If the student is
dissatisfied with the outcome they may ask for a review of their case by the RTO Manager and the
Chief Executive Officer (CEO) or other senior member of management in Il T. This request must be
in writing to the RTO Manager who will confirm receipt within 48 hours. The student will be notified
of the outcome of the review within 5 working days (or will be provided with a reason if this is not
possible 7 for example, the CEO being interstate).

If the student is still not satisfied with the outcome of the subsequent review, they should notify
the RTO Manager in writin g who will then call a meeting at which an indepe ndent third-party will
atte nd in order to mediate the dispute. (The independent third-party will be a registered mediator
from the he Instit ute of Arbitrators & Mediators Australia (IAMA) www.iama.org.au).

If the complainant is not satisfied with the handling of their complaint by the RTO, or there are
extenuating circumstances that preclude the complainant from lodging their complaint directly with
the RTO, they may lodge their complaint with the registering body or the National Training
Complaints Hotline, tele phone: 1800 000 674 .

Complaints to the National Training Complaints Hotline are referred to the appropriate registering
body. The state or territory registering body will acknowledg e receipt of a complaint within five (5)
working days. The registering body investigating a complaint will inform the complainant of the
investig ation process and will keep them inform ed of progress.
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Once the registering body has made a decision in relation to a complaint, within five (5) working
days and in accordance with established procedures for disclosure of information, it will inform the
parties of the outcomes of its investigation and any actions to be taken. The registering body will
also inform the parties of any further avenues they may follow to resolve any outstanding issues
arising from the complaint.

Privacy Policy

II'T collects personal information solely for the purpose of operating as a Registered Training
Organisation under the Australian Quality Training Framework administered by the Victorian
Government who is the registering authority. The requirements of the registering authority may
mean the release of your personal information for the purposes of audit, oras required by law.

Students should notify Il T of any special considerations which may be required with regards to
access and equity at the time of enrolment. Il T recognises AQF qualifications and Statements of
Attainment issued by other Registered Training Organisations. Under the National Privacy Principles
you can access your personal information we hold and you may request corrections of information
that is incorrect or out of date.

The International Institute of Technology will follow the ten national privacy principles in the
handling of personal informa tion of trainees / employees.

1. Collection - The organisation will collect only the information necessary for one or more of its
functions. The individual will be told the purposes for which the information is colle cted .

2. Use and disclosure - Personal information will not be used or disclosed for a secondary purpose
unless the individual has consented ora prescribed exceptio n applies.

3. Data quality - The organisation will take all reasonable steps to make sure that the personal
information it collects, uses or discloses is accurate, complete and up to date.

4. Data Security - The organisation will take all reasonable steps to protect the personal
information it holds from misuse and loss and from unauthorised access, modification or
disclosure.

5. Openness - The organisation will document how they manage personal information and when
asked by an individual, will explain the information it holds, for what purpose and how it
collects, holds, uses and discloses the information.

6. Access and correction - The individual will be given acc ess to the information held except to the
extent that prescribed exceptions apply. The organisation will correct and up date information
errors described by the individual.

7. Unique Identifiers - Commonwealth Government identifiers (Medicare number or tax file
number) will only be used for the purposes for which they were issued. The organisation will
not assign unique identifiers except where it is necessary to carry out its functio ns efficiently.

8. Anonymity - Wherever possible, the organisations will provide the opportunity for the individual
to interact with them without identifying themselves.

9. Transborder Data Flows - The individual's privacy protections apply to the transfer of personal
informa tion out of Australia.

10. Sensitive Information - The organisation will seek the consent of the individual when colle cting
sensitive information about the individual such as health information, or information about the
individual's racial or ethnic background, or criminal record.
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Welfare and guidance services

As an RTO the Assessors and Trainers will advise where welfare and guidance counseling can be
obtained. Issues may be varied but information on many issues can be found from the headings
below.

Legislation Information for Trainers and Studen ts/ Trainees

The AQTF standards require the RTO to provide information to staff and clients about legislation
that affects their activities and participation. Information is required on the following legislation
and any other legislation relevant to the training program being delivered. The information will

usually be presented in staff / trainer and client / stude nt folders or handboo ks.

Work place Harass ment, Victimisationand EqualEmployment Oppo rtunity

Comm onw ealth Racial Discrimination Act 197 5
Comm onwealth Sex Discrimination Act 198 4
Comm onw ealth Disability Discrimination Act 199 2
Comm onw ealth Racial Hatred Act 199 5

Victorian Equal Opportunity Act 1995

Victorian Racial and Religious Tolerance Act 2001

o Do Do Po Do Do

II'T aims to remove barriers and to open up developmental opportunities for all students by
creating a workplace and training environment that are free from discrimination, harassm ent,
big otry, prejudice, racism a nd offensive behaviour.

All students will receive fair and equitable treatment in all aspects of training and employment
without regard to political affiliation, race, colour, religion, national origin, sex, marital status or
physical disability.

Vocational EducationandTraining

Internatio nal Institute of Technology as a Registered Training Organisation will comply with the

following:

A The AQTF Standards for Registered Training Organisations

A Privacy of trainee information

A Comply with all requirements of any Performance Agreements it has with Government
Departments or bodies

A Only issue Certificates and State ments of Attainment for qualificatio ns listed on its Scope of
Registration

A Maintain a student management recording and reporting system

A Maintain its registration

A Marketing and advertising material is accurate and ethical.

The VET sector framework is established by both State and Comm onwealth legislation. The
Comm onwealth Acts are:

A the Australian National Training Authority Act 1992, which established the functions and
powers of the Australian Natio nal Training Authority

A the Vocatio nal Education and Training Funding Act 1992 which sets out the funding of VET
in Australia.

In Victoria the Victorian Vocatio nal Education and Training Act 199 0 governs VET. This Act:
A establishes the LESC as the State Training Authority and specifies its powers and functio ns
in the promotion, planning, coordination and administration of VET in Victoria
A provides for the regulation of apprenticeships and other work place training
A establishes and governs the function and operations of TAFE Instit utes.

In Victoria the Victorian Qualifications Authority Act 2000 :

A governs the registration and suspension of RTOs, and
A regulates course accr editation
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Occup ational Health and Safety Policy
All employees have the responsibility to:

Adhere to safe work practices, instructions and rules;

Imm ediately report any unsafe work conditio n or equipment to management;

Not misuse, damage, refuse to use, or interfere with anything provided in the interest of
occupatio nal health and safety;

Perform all work duties in a manner which ensures individual health and safety and that of all
other employees;

Encourage fellow employees to create and maintain a safe and healthy work environment;
Co-operate with all other employees to enable the health and safety responsibilities of all
employees be achieved.

oo o Do Do)

II'Tis committed to providing a safe and healthy work environment for all students/ trainees. Its
policy is to make every reasonable effort to prevent accidents, protect trainees from injury and
promote the health, safety and welfare of all trainees.

The relevant act in Victoria is the Occupatio nal Health and Safety Act 1985 .

Intellectual Property Rights

Intelle ctual Property rights are held by the International Instit ute of Technology in relation to all II' T
training material and content in accordance with the Australian Copyright Act 1968 .

No element of our training resources may be copied or reproduced in any form or by any means
(whether graphic, electronic or mechanical, including photo copying, printing, recording, or storing
in an information retrieval system) without prior written consent from the International Instit ute of
Technology Pty Ltd. IIT & maining resources include but are not limited to; all course content and
materials, assessment materials and booklets and the Student Information Guide.
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FNS5 0804 Diploma of Financial Services (Financial Planning)

Diploma of
Financial Services

(Finandial Planning)
8Days

AP
Prndples of
Investment
Planning

2 Days

IndustryCoreunits
FNSICGEN301 B
FNSICGEN302 B
FNSICGEN304 B
FNSICIND401 B

Comm unicate in the workplace

Use technology in the workplace

Apply health and safety practices in the workplace

Apply principles of professional practice to work in the financial services
industry

FNSICCUS506 B
FNSICCUS507 B
FNSICADV501 B
FNSICADVS502 B
FNSFMKT502 B

FNSFMKT503 B

FNSCOMP501 B

FNSICPRO502 B
FNSINBK501 B
FNSINBK502 B
FNSINBK503 B
FNSINBK603 B

SectoralCoreuUnits
FNSFPLN501 B

FNSFPLN502 B
FNSFPLN503 B
FNSFPLN504 B
FNSFPLN505 B
FNSFPLN506 B
FNSFPLN507 B

. .
FNSASIC301 B
FNSASIC302 B
FNSASIC503 ZB
FNSASIC503 XB
FNSASIC503 TB
FNSASIC503 WB
FNSASIC503 VB
FNSASIC503 UB
FNSASIC503 YB

Dete rmine client requirements & expectations

Record and implement client instructions

Provide appropriate services, advice and products to clients
Provide appropriate and timely information and advice to clients
Analyse financial mar ket products for clients

Advise clients on financial r isk

Comply with financial services legislation, industry & professional codes of
practice

Conduct product research to support recomm endations

Prepare a new business submission for a broking client

Monito r broking clients

Implement changes to broking clientd snsurance program
Review insurance brokerage service performa nce

Comply with Financial Planning practice ethical & operational guidelines &
regulations

Conduct financial planning analysis and research

Develop and prepare financial plan

Imple ment financial plan

Review financial plan and provide ongoing service

Meet with client to determine client requirements and expectations

Provide Financial Planning Advice

Establish client relationship and analyse needs
Develop, present and negoti ate client solutions
Provide advice in Financial Planning

Provide advice in Life Insurance

Provide advice in Managed Investments
Provide advice in Securities

Provide advice in Derivatives

Provide advice in Superannu ation

Provide advice in Insurance Broking
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FNS6 0404 Advanced Diploma of Financial Services (Financial Planning)

PSOA
Statement
of Advice

Construction

2Days Finandial Services

. (Financial Planning)
e, 8 Days

( PAIP
Advanced
Investment
L ET
2 Days

FNSICGEN301 AB

FNSICGEN302 B
FNSICGEN304 B
FNSICIND401 B

Coreunits

FNSFPLN508 B
FNSFPLN601 B
FNSFPLN602 B

FNSFPLN603 B

Comm unicate in the workplace

Use technology in the workplace

Apply health and safety practices in the workplace

Apply principles of professional practice to work in the financial services
industry

Conduct complex financial planning research

Provide technical and professional guidance

Determine client requirements and expectations for clients with complex
needs

Provide comprehensive monitoring and ongoing service

FNSFPLN604 B Develop complex and/or innovative financial planning strategies
FNSFPLN605 B Present and negoti ate complex and/or innovative financial plan to the client
FNSFPLN606 B Imple ment complex and/or innovative financial plan
FNSACCT604 B Monitor corporate governance activitie s
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FNS4 0604

Certificate I Vin Financial Services (Acco unting)

ILndustryCoreuUnits

FNSICIND401 B

FNSICGEN301 B
FNSICGEN302 B
FNSICGEN304 B

SectoralCoreUnits

FNSACCT401 B
FNSACCT402 B
FNSACCT403 B
FNSACCT404 B
FNSACCT405B
FNSACCT406 B

. .

FNSICACC307 B
FNSICACC401 B

Apply principles of professional practice to work in the financial services
industry

Comm unicate in the workplace

Use technology in the workplace

Apply health and safety practices in the workplace

Process business tax requirements
Produce job costing information
Prepare operational budgets

Make decisions within a legal conte xt
Prepare financial statements
Maintain asset and inventory records

Reconcile and monitor accounts receivable
Evaluate and authorize payment requests

BSBADM408 A Prepare financial r eports
FNS3 0304 Certificate Il in Financial Services (Accounts Clerical)
ILndustryCoreuUnits

FNSICIND301 B
FNSICGEN301 B
FNSICGEN302 B
FNSICGEN304 B

SectoralCoreuUnits

FNSICACC304 B
FNSICACC306 B
FNSICGENS305 B
BSBCMN308 A
BSBADM408 A

. .

FNSICACC302 B
FNSICACC301 B
FNSICACC303 B
FNSICACC305 B

Work in the financial service industry

Comm unicate in the workplace

Use technology in the workplace

Apply Health and safety practice in the workplace

Prepare and Bank Receipt s

Process Journal Entries

Maintain daily financial/business records
Maintain financial r ecords

Prepare financial Reports

Administer financial acc ounts
Administer accounts payable
Prepare, match and process receipt s
Process payment documentation
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FNSS5 0204

Diploma of Accoun ting

IndustrvCoreUnits

FNSICIND401 B

FNSICGEN301 B
FNSICGEN302 B
FNSICGEN304 B

SectoralCoreUnits

FNSACCTS502 B
FNSACCTS03 B
FNSACCT504 B
FNSACCTS506 B
FNSACCT507 B

. .
FNSACCT607 B

FNSICACC401 B
FNSICORG509 B

FNSICACC304 B
FNSICACC306 B
FNSACCT407 B
BSBADM408 A
BSBCMN308 A

Apply principles of professional practice to work in the financial services
industry

Comm unicate in the workplace

Use technology in the workplace

Apply health and safety practices in the workplace

Prepare income tax returns

Manage budget s and forecasts

Prepare financial reports fora reporting entity
Implement and maintain internal control procedures
Provide management accounting inform ation

Evaluate business performa nce
Evaluate and authorise payment requests
Maintain integrity of financial systems

Prepare and bank receipt s

Process journal entries

Set up and operate a computerised accounting system
Prepare financial r eports

Maintain financial r ecords

FNS6 0204 Advanced Diploma of Accounting

IndustryCoreUnits

FNSICIND401 B

FNSICGEN301 B
FNSICGEN302 B
FNSICGEN304 B

Sectoral CoreUnit

FNSACCTG604 AB
. .

FNSACCT601 B
FNSACCT610B
FNSACCT602 B
FNSACCT603 B
FNSACCT606 B
FNSACCT614 B
FNSACCT613 B

FNSACCTS502 B
FNSACCTS503 B
FNSACCT504 B
FNSACCTS506 B
FNSACCT507 B

Apply principles of professional practice to work in the financial services
industry

Comm unicate in the workplace

Use technology in the workplace

Apply health and safety practices in the workplace

Monitor corporate governance activities

Prepare complex tax returns and lodg ements

Develop and implement financial strategies

Audit and report on financial systems and records

Imple ment tax plans and evaluate tax compliance
Conduct internal audit

Prepare complex and financial corporate financial r eports
Prepare and analyse ma nagement accounting information

Prepare income tax returns

Manage budget s and forecasts

Prepare financial reports fora reporting entity
Implement and maintain internal control procedures
Provide management accounting inform ation
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FNS6 0201 Advanced Diploma of Business Manage ment

Units

BSBHR601 A Manage Change

BSBHR603 B Contribute to Organisation Develop ment

BSBFLM501 B Manage personal work priorities and professional development
BSBMGT605 A Provide leadership across the organization

BSBMGT608 A Manage innovation and continuous improvement

BSBMGT603 A Review and develop business plans

BSBMGT604 A Managing Business Operatio ns
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