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Welcome to Pro-System Training Services (Pro-System) 

We are a leader in delivering quality training, developed by professionals with ‘real 

life’ experience in the areas in which we train. Our mission is to be recognised for our 

commitment to developing people's performance through quality training programs 

that also deliver on flexibility and value to the customer. 

Taking responsibility for your own learning, managing your own learning and being 

open to new opportunities to learn will help you to maximise your growth and future 

possibilities. 

This participant handbook has been developed to outline your rights and our 

expectations with regards to the training services provided to you by Pro-System. 

In pursuit of its mission, Pro-System commits to the following values: 

 Providing a quality service at competitive rates 

 Remaining ethical & accountable in all that we do 

 Supporting respect for others & appreciating the value of difference & diversity 

 Responding to changing needs without compromise to quality 

 Managing a sustainable development into the future 

 Ensuring an environment that is safe, supportive & stimulating 

 Acting honestly & responsibly whilst maintaining confidentiality 

 

Information to inform participants 
 

Prior to enrolment or the commencement of training and assessment, whichever 

comes first, Pro System will provide information to prospective participants and will 

continue to inform participants of services and information through: 
 Its website http://www.prosystem.com.au/ 

 this participant handbook 

 our policies and procedures 

 an enrolment form 

 a Language, Literacy and Numeracy Skills Indicator (where required) 

 Student Support Plans (where required) 

 telephone contact – (07) 38 522 522 (M-F 8:00am – 4:30pm) 

 office hours opening M – F ( 8:00am – 4:30pm) 

 

Competency Based Training 

Vocational education and training is competency-based which means that greater 

emphasis is placed upon what a person can do in the workplace as a result of 

completing their training. Competency-based training (CBT) programs are based on 

standards set by industry. Unlike at school, CBT is not time based. Once you have 

achieved the skills and knowledge necessary for a unit or cluster of units, you can 

progress to the next stage.  

Pro-System recognises all Australian Qualifications Framework (AQF) qualifications 

and statements of attainment issued by other registered training organisations, Pro 

System representatives will authenticate all AQF Certificates thereby enabling 

national recognition of qualifications and statements of attainment issued to any 

person. 

 

 

http://www.prosystem.com.au/
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Enrolment, Photo Identification and Unique Student Identifier 

For a participant to undertake training at Pro-System we will require an enrolment 

form to be completed and photographic identification.  The approved 

photographic identification that is required must be issued by a government 

agency/department and must include a photo, residential address and signature.  

For example, but not limited to: a driver’s license, proof of age card or passport.  

A Unique Student Identifier (USI) is a reference number provided to each participant 

undertaking nationally recognised training.  In order to receive your qualification or 

statement of attainment from Pro System Training, you will be required to provide 

your unique student identifier (USI).  If you do not have a USI number please contact 

Pro System Training to discuss the options for creating a USI for you, or alternatively 

please visit www.usi.gov.au. 

 

Fee Payment Information 

The course that you enroll in and your own personal circumstances (whether you are 

eligible for *Queensland Government funding) will affect how much you pay for the 

course.   

 Pro-System Training offers all courses on a fee-for-service basis.   

 Individual participants whom are enrolling in a full fee for service paying course 

must pre-pay the fees (up-to-a maximum of $1,495-00) prior to commencement 

of the course that they have enrolled in.  Any additional fees will be required to 

be paid in full within seven (7) working days of the course/study start date. 

 Companies whom are enrolling their employees into courses must provide Pro-

System Training’s Director with a Purchase Order, or be pre-approved by the 

Director prior to their employees commencing the course.  Pro-System Training will 

Invoice the company and full payment will be required within twenty-one (21) 

working days. 

 Pro-System Training reserves the right to suspend a participant’s enrolment if 

payment is not received. 

 

*Certificate 3 Guarantee Program 

Under the Certificate 3 Guarantee, the Queensland Government provides a subsidy 

for a range of certificate III level vocational qualifications.  Some courses are 

Queensland Government subsidized and courses funded under the Queensland 

Government will incur a contribution fee to be paid for by the eligible participant.  

Participants will need to contact info@prosystem.com.au for further information on 

an individual’s eligibility requirements. 

 

The program is open to any Queensland resident aged 15 years or over who is no 

longer at school (with the exception of VET in Schools students) and is an Australian 

or New Zealand citizen or Australian permanent resident (including humanitarian 

entrants), or a temporary resident with the necessary visa and work permits on the 

pathway to permanent residency. Prospective students must not have or be enrolled 

in a certificate III level or higher qualification, not including qualifications completed 

at school and foundations skills training. 

 

http://www.usi.gov.au/
mailto:info@prosystem.com.au
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Participants who are eligible for an approved Pro-System certificate III level 

qualification through the Certificate 3 Guarantee program and who successfully 

complete the certificate III level qualification will no longer be eligible for a 

government subsidized training place under a program. 

 

For further information about the Certificate 3 Guarantee program, and to discuss 

eligibility requirements please speak with a Pro-System representative, or email 

info@prosystem.com.au to find out more about the Certificate 3 Guarantee 

Program.  

 

Course Delivery Methods 

Face-To-Face Classroom: 

Face to face delivery method is available Monday to Friday and/or weekends. Face 

to face delivery commences at 8:30am and runs for approximately 7 to 8 hours each 

day. All courses are competency based and have formal assessment.  To ensure that 

each participant is provided with an adequate amount of time to complete their 

training and assessment, face to face delivery options are able to be combined with 

self paced learning. 

Self Paced Learning:  

With self-paced learning, you can fit training to your schedule, your pace and your 

learning style.  Convenience is the key. After all, it allows self-paced, on-demand 

education. You may be able to take other distance learning courses that would not 

otherwise fit your schedule and learning preferences. 

The Self-Paced Learning approach is by definition a teach-yourself method of 

learning that is initiated and directed by you the learner/participant. Successful self-

paced learning participants are disciplined learners who can set and meet their own 

deadlines. 

You will spend most of your time working on your own under self-paced learning. This 

offers the opportunity for using the bulk of your time in ways that suit your personal 

preferences. Some people prefer to study early in the morning or in the middle of the 

night.  

Participants can complete self paced learning in combination with the face to face 

delivery – specifically for practical assessment purposes.  The course materials will be 

provided to participants upon enrolment and receipt of full payment. 

You will be responsible for organising your time and ensuring you meet necessary 

deadlines. This means time management skills are essential. 

Foundation Skills 

Foundation skills are those core or essential skills we need to engage successfully in 

work and life. The term ‘Foundation Skills’ is currently used to include the core skills 

defined in the Australian Core Skills Framework (ACSF) as well as the employability 

skills identified by employers as critical for effective performance in the workplace. 

The core skills of the ACSF include reading, writing, oral communication, numeracy 

and learning. ‘Employability skills' now come under a new framework called Core 

Skills for Work (CfW) and incorporate skills such as problem solving, teamwork and 

digital literacy. 

mailto:info@prosystem.com.au
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Although foundation skills are viewed as those that underpin vocational learning and 

skills development, they should not be interpreted as only low-level or single-level 

skills. There is a growing recognition that foundation skills range from quite basic, 

entry-level skills to very specialised or high-level skills. People are constantly 

challenged when trying to understand new forms of communication and information 

as they take on different roles throughout their personal and working life. 

Assessment 

Once you have been trained in the skills and knowledge of your qualification, it is 

necessary to check that these skills and knowledge have been achieved to the 

required level. This is what we term assessment. Assessment means that we gather 

evidence from you and judge that evidence against particular criteria. The 

evidence we gather can be divided into three (3) categories:  

 

 Direct evidence is gathered when your assessor observes you demonstrating a 

skill or inspects workplace documents completed by you that demonstrate 

your competency. 

 

 Indirect evidence is used when it is not possible or desirable to gain direct 

evidence (e.g. implementing emergency procedures in the event of a riot or 

fire). Simulations of real events or role plays can also be used. 

 

 Supplementary evidence is used to support other forms of evidence already 

obtained. This usually includes written and/or verbal answers to underpinning 

knowledge questions. 

 

Methods of assessment: 

Recognition of Prior Learning (RPL) 

This type of assessment is appropriate for when you already have the skills and 

knowledge necessary for the unit or qualification gained through previous 

experience from the workplace or life. Please ask for details to determine whether 

this assessment process, which assessed your competency through the acquisition of 

formal, non-formal and informal learning will determine the extent to which your 

knowledge, experience and skills meets the requirements of the specified training 

package.  The RPL assessment process complies with the assessment requirements of 

the training package and will be conducted in accordance with the Principles of 

Assessment (Fairness, Flexibility Validity and Reliability) and the Rules of Evidence 

(Validity, Sufficiency, Authenticity, and Currency). 

Credit Transfer 

When you can provide evidence that you have completed some of the units of 

competency through the provision of an AQF qualification or Statement of 

Attainment with the same qualification/unit/course code awarded by another 

Registered Training Organisation (RTO), then a credit transfer can be given once the 

Australian Qualifications Framework (AQF) certification has been authenticated. It 

must be noted that some courses/qualifications have time limits imposed upon them. 

When this is the case, refresher training/assessment or full retraining and assessment 

may be required. 

Assessment Results: 
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Pro System implements an assessment system which ensures that assessment 

evidence complies with the assessment requirements of the relevant training 

package and is conducted in accordance with the Principles of Assessment 

(Fairness, Flexibility, Validity and Reliability) and the Rules of Evidence (Validity, 

Sufficiency, Authenticity and Currency).  Once your assessment evidence meets the 

assessment requirements you provide will be deemed to be competent (C) Until this 

occurs you are considered to be not yet competent or NYC. Once you have 

completed all units of competency necessary for your course, a nationally 

recognised certificate will be issued OR a statement of attainment will be issued for 

those units completed successfully if you do not successfully complete all of the units 

of competency required for the qualification. 

 

Participants have three opportunities under Pro System draft submissions process to 

resubmit your evidence prior to it being deemed Competent or Not Yet Competent.  

Participants will only be required to resubmit evidence for work that was deemed 

insufficient or incorrect. Some participants' work is returned because it is disorganised 

and difficult for the assessor to read. Participants are required to present their work in 

a logical, legible manner for your assessor.  It is important to follow the assessor’s 

resubmission instructions.   

 

Always ensure that you make a backup copy of your assessment evidence to avoid 

issues should your evidence be lost or been misplaced.  If you are not clear about 

what evidence you need to provide please contact your Trainer, or the Pro System 

Administration Office. 

When resubmitting:  

Read all the comments from your assessor. These comments will identify exactly what 

you need to resubmit to Pro System. Clearly label each element of the resubmitted 

work (i.e. Question 1, Task 2, etc). If you include additional documents, label each 

one clearly and identify the questions or tasks to which they relate.  

Return resubmission to System and include the following:  

 A covering letter or note.  

 The original assessment which will include the Assessor’s Comments Cover 

Page.  

 Your resubmission.  

Timeframes 

All participants attending Pro System Training Service P/L are expected to work on 

their assessments throughout the time frame given: 

 Certificate II courses – Six (6) – twelve (12) months 

 Certificate III courses - Twelve (12) months  

 Certificate IV courses – Six (6) – twelve (12) months 

 Diploma courses – Twelve (12) months 

 

 RIIWHS205D Control Traffic with stop-slow bat 

Control Traffic using a Stop/Slow Bat three (3) Months from date of in class theory 

day. 
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 RIIWHS302D Implement Traffic Management Plan  

Implement Traffic Management Plan three (3) Months from date of in class theory 

day 

Application for Extension 

Assignments must be submitted as complete on/or by the due date provided by 

your Trainer/Assessor, unless written approval for late submission has been obtained. 

Should you wish to apply for an extension, you will be required to submit a written 

application of 21 working days prior to expiry date of your timeline to your Trainer, 

who will seek approval for the extension from the Compliance Manager.  Approval 

for late submission will only be granted where the participant can show good cause, 

such as evidence of serious ongoing illness, or extreme and unpredictable 

circumstances and hardship. 

Only one extension of time will be permitted for each course undertaken, except 

where there is evidence of extreme extenuating circumstances. A maximum 

extension timeframe allowable is three (3) Months.  

Guide to Application Fees: 

Application Fee (before final due date, as above)    $   50.00 

Late Application Fee (after final due date)     $ 100.00 

1 month extension (with previous submitted assessments for course)  $   75.00 

1 month extension (no submitted assessments for course)   $ 100.00 

Each month there after        $   50.00 

Note: Subject to change from time to time, without notice. 

 

Keeping a Copy of Your Work  

Please retain a copy of all work that you submit to Pro-System. Regrettably we must 

ask you to re-do any assessment tasks that are lost in transit. 

 

Assessing Extension Applications 

Eligible circumstances 

Extensions may be granted in circumstances including, but not limited to, the 

following: 

 Illness or a medical condition, supported by a medical certificate 

 Injury or physical or psychological trauma, impairment or incapacity 

arising from an event (e.g. as a result of a car accident), supported by 

a medical certificate and related documentation (e.g. police report) 

 The death or diagnosis of a serious illness of a close family member or 

friend, supported by documentary evidence, and an explanation of 

the nature of the relationship 

 Illness of a child, parent/guardian, or spouse, for whom the participant 

is the primary care giver, supported by documentary evidence 

 An unforeseen event that substantially impacts on the preparation of 

an assignment, such as family breakdown or substantial change to 

economic circumstances (e.g. bankruptcy), supported by 

documentary evidence 

 Legal commitments, where a participant is called for jury duty or is 

subpoenaed to attend a court, tribunal or hearing, supported by 

documentary evidence. In addition to the above, circumstances that 
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substantially affect the completion of a short-turnaround assessment 

(e.g. assignments to be completed overnight or over a weekend). 

 Obligatory involvement in a religious ceremony or cultural event of a 

unique nature, supported by documentation from a relevant official or 

leader 

 An intense, short-term illness, such as a migraine, that occurred during 

the time set for the task supported by a statement from a medical 

practitioner 

Extensions will not be granted for the following circumstances: 

Computer failure 

Software crashes, disk failures and printing difficulties are an unavoidable aspect of 

computer use and should be anticipate and planned for. The subject coordinator 

may, at their own discretion, grant an exception where computer failure affects 

submission of an assignment which had preparation time of less than a week, in 

which case an extension of up to 24 hours may be granted. 

Assessment tasks in other subjects due 

Participants’ are given fair notice of assessment due dates and are expected to 

manage their time in order to meet the set deadlines. This specifically includes 

assessment resulting from an approved overload. 

Employment responsibilities and routine financial support needs 

Stress or 'normal' anxiety 

The stress or anxiety normally associated with the completion of required assessment 

tasks or any aspect of course work is not considered grounds for an extension. A 

medically diagnosed anxiety disorder may be grounds for an extension or other 

accommodation under the Participants Equitable Adjustment Procedure 

Study difficulties 

Difficulties adjusting to the self discipline needed to study effectively, and the 

demands of academic work, or resulting from a lack of knowledge of the 

requirements of academic work or failing to anticipate correctly the time required to 

complete a specific task, are not grounds for extensions. 

English language difficulties 

Participants’ are expected to possess a Grade 10 High School or equivalent level of 

English for all courses provided at Pro System. Participants who may experience 

English language difficulties will need to complete a Language Literacy and 

Numeracy (LLN) Skills Indicator prior to commencing their course.  The LLN Skills 

Indicator will inform Pro System and the participant whether the course that they are 

intending on enrolling is suitable to their needs.  Once it has been agreed upon by 

the participant and Pro System that the course meets their needs, there will be an 

expectation that the course is completed within the allocated timeframe.  

Additionally, participants are able to receive English Language Support (ESL) support 

at the participant’s cost.  Pro System Training Services Pty Ltd does not provide 

additional ESL support. 

Minor inconveniences 

Regular, normal life events, such as family life, work, sporting activities, social and 

other commitments 
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Minor interruptions and disruption to routine that might result from minor illness, 

mishap or other minor adversity 

In addition to the above, it will also be inappropriate to grant an extension where: 

The nature of the assessment precludes the granting of additional time (e.g. a 

problem set for which the answers have been released) 

The subject is taught intensively and the assessment is tightly integrated into 

learning/teaching 

The program relies on integrated assessment across more than one subject. 

Participant Files 

Pro-System keep both electronic and paper copies of your files. These are stored 

securely and information is only shared with those who have authority to be given 

this information. This can include statistical information which is made available to 

the State and Federal Governments for research and evaluation purposes. You have 

the right to view your own files once we have verified your identity e.g. sighting of 

current driver’s license or current passport. If, at any stage, your personal details 

change, please inform your trainer or reception with the latest information. 

Participant Support and Welfare 

Pro-System wants to ensure that its participants have the best possible opportunity of 

succeeding in gaining competency in the units in which they enrol. To this end, you 

will be asked to complete a language, literacy, numeracy (LLN) indicator tool. If 

further assistance is required, this will be negotiated with your trainer and if necessary, 

referral to a LLN specialist will be arranged. Additional costs for a LLN specialist will be 

borne by the participant.  

Pro-System Policies and Procedures 

As a Registered Training Organisation, Pro-System is bound to comply with the 

Standards for Registered Training Organisations (RTOs) 2015 at all times. Following is a 

summary of the policies and procedures relevant to participants’, prospective 

participants and clients.  Where there are any services provided by a third party on 

behalf of Pro System Training, the third party provider will provide all participants with 

a copy of this Participant handbook and be bound by a written agreement to 

adhere to all of the requirements within this handbook, including all policies and 

procedures.  Where there are any changes to agreed services, policies, or 

procedures, third party arrangements, or change in ownership Pro-System will advise 

each participant, as soon as practicable. 

Legislative Requirements 

Pro-System agrees to abide by all laws enacted by the State and Federal 

Governments, in particular: National Vocational Education and Training Regulator 

Act 2011, Training and Employment Act 2000, Work Health and Safety Act 2011, Fair 

Work Act 2009. 

External Review 

Pro-System has agreed to participate in external monitoring and audit processes 

required by the Australian Skills Quality Authority (ASQA) and Department of 

Education and Training (DET). This covers random quality audits, audits following 

complaints, audits following changes to scope and audits for the purpose of re-
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registration. As a Registered Training Organisation (RTO), we are subject to audits to 

maintain registration and government funding. 

Training and Assessment Standards 

Pro-System has appropriately qualified and experienced team members to deliver 

training and to facilitate the assessment system with the courses offered. Adequate 

facilities, equipment, training materials and assessment tools will be provided so that 

the learning environment is conducive to the success of all participants.  

Disciplinary Policy 

Pro-System expects that all participants will conduct themselves in a manner that is 

considerate and reasonable at all times. You must ensure that you abide by the Pro-

System expectations listed at the end of this document. If you breach any of these 

expectations you may be subject to disciplinary action. These actions can and will 

include: 

 Verbal warning 

 Written warning 

 Suspension of enrolment 

 Termination of enrolment and forfeiture of all monies paid 

The action taken is dependent upon some of the following factors: 

 The seriousness of the offence 

 Prior offences and the disciplinary action taken then 

 Previous responses to the above action 

Written records of any of the above circumstances and actions will be kept in your 

file and remain there for a period of not less than twelve (12) months. 

Access and Equity (Anti-Discrimination) Policy 

It is the policy of Pro System that access to all the courses that it provides will be 

offered fairly and equitably to each and every person.  Access, in this context, 

means access to: 

 the physical environment in which teaching is conducted 

 all resources provided in the delivery of any courses 

 the information provided within the courses 

 the communication, verbal or written, provided within any courses offered 

Full access and equitable treatment will be offered irrespective of a client’s: 

Gender  Race 

Religion Age 

Political belief Marital status 

Pregnancy   Parental status 

Trade union activity Impairment 

In the context of this policy, full and equal access includes protecting clients from 

harassment, bullying and vilification of any sort and for whatever reason including 

those listed above. 
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Marketing and Advertising Policy 

It shall be the policy of Pro System that all marketing and advertising will comply with 

all legislative requirements and other specified guidelines, as detailed in the 

Standards for Registered Training Organisations (RTOs) 2015. This includes but is not 

limited to the following guidelines and legislation also: 

 Nationally Recognised Training Logo specifications 

 Guidelines published by the Office of Fair Training (Qld) 

 The Fair Trading Act (Qld) 1989 

 Competition and Consumer Act 2010 

Any advertising, marketing or promotion in which this company participates will be 

ethical, truly represent this company, its products and services and all costs 

associated with those products and services. 

Customer Complaints and Appeals Policy 

 It is the policy of this company that all participant/customer complaints be seen 

as an opportunity to improve the standard of service which this company offers 

to its clients. Accordingly, all complaints will be dealt with in a professional and 

courteous manner. The nature of the complaint will be investigated, documented 

and any action items identified will be followed up in a timely manner. 

 Complaints involving the conduct of the Registered Training Organisation (RTO), 

its trainers, assessors or other staff, or a third party providing services on the RTO’s 

behalf, its trainers, assessors or other staff and/or a learner of the RTO can be 

lodged in writing to compliance@prosystem.com.au 

 All complaints will be investigated within seven (7) days of the complaint being 

submitted.   

 The principles of natural justice and procedural fairness will be adopted at every 

stage of the complaint process.  This means that any/all persons who have 

allegations made against them will be informed of the allegations and will have 

an opportunity to respond accordingly, and that confidentiality of all complaints 

will be maintained at all times.   

 The complaint will be independently analysed by the Compliance Manager in 

the first instance to assist in an effective and rapid resolution to the matter.  The 

Compliance Manager will analyse the complaint against the evidence supplied, 

will inform persons whom the complaint is made against them and will provide 

them with the opportunity to be heard (the ‘hearing rule).  The Compliance 

Manager will make a recommendation to the Director within twenty (20) working 

days of the complaint being received in writing, based on the complaint analysis 

review and evidence outcomes. 

 Where the Compliance Manager or the Director considers more than 60 

calendar days will be required to process and finalise the complaint. Pro System 

Training will inform the complainant in writing, giving reasons why more than 60 

calendar days are required and will regularly update the complainant on the 

progress of the matter. 

 The Director will be responsible for making the final decision.  The Director’s 

decision will be conveyed to the complainant in writing. Decisions or outcomes of 

the complaint handling process that find in favour of the participant shall be 

implemented immediately. 

mailto:compliance@prosystem.com.au


Page 14 of 20 E&OE v14 

 

 All complaints will be registered in the Complaints register and will be securely 

and confidentially maintained, detailing their outcomes and identifying any 

potential causes of complaints and appeals and taking appropriate corrective 

action to eliminate or mitigate the likelihood of reoccurrences. 

Academic Appeals 

 All participants have the right to make an academic appeal.  In the first instance, 

all academic appeals need to be discussed with the participant’s 

trainer/assessor.  If the matter cannot be resolved the academic appeal needs to 

be detailed in writing and sent to compliance@prosystem.com.au. 

 The Compliance Manager will review the academic appeal within seven (7) days 

of receiving the appeal in writing.  The Compliance Manager will analyse the 

appeal and discuss the matter with the relevant trainer/assessor.   

 The Compliance Manager will make a recommendation to the Director within 

twenty (20) working days of the academic appeal being received in writing, 

based on the academic appeal analysis review and evidence outcomes. 

 The Director will be responsible for making the final decision.  The Director’s 

decision will be conveyed to the appellant in writing. Decisions or outcomes of 

the academic appeal process that find in favour of the participant shall be 

implemented immediately. 

 Where the Compliance Manager or the Director considers more than 60 

calendar days will be required to process and finalise the academic appeal, Pro 

System Training will inform the appellant in writing, giving reasons why more than 

60 calendar days are required and will regularly update the appellant on the 

progress of the matter. 

Appeals Process 

 If a complainant or academic appellant is not satisfied with the decision or 

outcome, they are able to lodge an appeal in writing. 

 The appeal will be reviewed within seven (7) working days of receiving the 

appeal in writing by the Compliance Manager.  The Compliance Manager will 

provide each party an opportunity to formally present their case into the matter. 

 The Compliance Manager will have twenty (20) working days to analyse the 

appeal and the evidence provided and make a recommendation to an Appeals 

Board.  The Appeals Board will comprise the Administration Manager, an 

independent trainer/assessor (whom is not identified as a stakeholder or ‘party’ in 

the appeal) and the Director.   

 The Appeals Board will make the final decision on the grounds of the analysis 

evidence provided within ten (10) working days of receiving the analysis report 

from the Compliance Manager. 

 The Appeals Board’s decision will be conveyed to the appellant in writing. 

Decisions or outcomes of the appeal process that find in favour of the participant 

shall be implemented immediately. 

 Where the Appeals Board considers more than 60 calendar days will be required 

to process and finalise the appeal, Pro System Training will inform the appellant in 

writing, giving reasons why more than 60 calendar days are required and will 

regularly update the appellant on the progress of the matter. 

mailto:compliance@prosystem.com.au
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 If the appellant is not satisfied with the Appeals Board’s decision the appellant 

has the right to access external mediation through Resolution Institute, or any 

other mediation service that they wish to engage with (any fees charged by 

Resolution Institute, or any other external provider will be borne by the 

complainant or appellant.  Pro System will not pay for external mediation services 

for, or on behalf of a complainant or appellant).   

 Australian Skills Quality Authority (ASQA) is the regulator of registered training 

providers and has a complaints service that complainants and appellant can 

access through http:www.asqa.gov.au/complaints if a complainant or appellant 

is not satisfied with the decision or outcome. 

Support Reference Guide: 

Disability Support 

 If you indicate that you have a disability, your trainer will liaise with you and any 

relevant disability support agencies/case worker to help you progress through your 

training program by customising the material where necessary without compromising 

the integrity of the outcomes of the unit/course/qualification. 

Learning/Social Support  

If you indicate that you have learning difficulty or where personal/social 

circumstances affect your progress through your course, Pro-System will endeavour 

to support you where possible.  There are organisations listed below that may be of 

assistance.  Any associated costs for these services will be paid for by the participant. 

 Lifeline     131 114 

 Interpreting Service   131 450 

 Alcohol & Drug Information Service 1800 177 833 

Pro-System Expectations 

 It is expected that all participants attend the course for the full duration of the 

course. 

 Attendance will be recorded on attendance sheets. Late arrivals and early 

departures will be recorded.  If you are running late or cannot make the course 

for that day please contact the office on 07- 38 522 522, so that the trainer may 

be informed. 

 If the participant cannot fulfil the requirements of the course due to illness or 

personal factors – then consideration will be given to completion of the course at 

a later date – at the discretion of Pro-System. 

 The participant shall present themselves in a clean and hygienic manner, with 

neat attire. 

 The participant shall treat personal hygiene with the utmost importance. 

 The participant shall inform the trainer of any injury that may already exist prior to 

the commencement of any physical activity. 

 The participant shall inform the trainer of any injury that has occurred as a result of 

the physical activities run by Pro-System, and must complete an incident report. 

 The participant shall respect the rights and opinions of the staff and other 

participants enrolled in the course. 

 The participant will be courteous towards other persons and businesses within the 

building complex. 

 The participant will adhere to all work health and safety requirements whilst 

attending a training course, irrespective as to the training location. 
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 The participant will adhere to all directions given by any staff member of Pro-

System. 

 The participant will comply with evacuation procedures in the event of an 

emergency, or an emergency drill. 

 The participant will only smoke in areas that are designated for smoking and 

outside non-smoking areas.  

 The participant will ensure that all rubbish will be placed in the receptacles and 

will leave the training facilities clean and tidy. 

 Mobile phones are to be turned off and out of sight during training sessions. 

 Training will not be delivered to participants who are deemed to be under the 

influence of alcohol or drugs. 

AQF Certification 

Pro System Training Services Pty Ltd: 

 Only issues AQF certification documentation within 30 calendar days of the 

participant being assessed as meeting all of the requirements of the training 

product, as specified in the relevant training package that the participant has 

been enrolled in, and whereby the participant has paid in full all fees that the 

participant owes to Pro System. 

 Maintains records of learner AQF documentation in accordance with the 

requirements of Schedule 5 of the Standards for Registered Training Organisations 

(RTOs) 2015 

Request for Duplicate Certificate/Statement of Attainment  

All participants may request additional copies of their certificate at any time. Please 

note all duplicate certificates will have it noted on the certificate that it is a 

duplicate, the original issue date and the date of duplicate issue. Requests must be 

sent in writing to info@prosystem.com.au. Please allow up to fourteen (14) days for 

the Certificate to arrive. There is a $35.00 fee for all duplicate Certificate/Statement 

of Attainment other than RMLV which is $70 and White Card (you will need to 

complete a Statutory Declaration) $65 or immediate issue is $80. 

Personal Presentation  

Pro-System Training Services has a duty of care to all their participants, visitors and 

staff to ensure their safety, wellbeing and welfare. 

For personal presentation, participants are required to wear appropriate casual 

attire, such as jeans, polo-type shirts, or other types of collared shirt or sweater with 

sleeves for any scheduled training session. Covered footwear is essential for all 

courses. Failure to comply may result in the participant being asked to leave and 

return at another time. 

Cancellation Policy 

Course cancellation policy for individuals or groups 

We acknowledge that sometimes there is a need to cancel your enrolment from a 

course. If you cannot attend, or no longer require a place, please provide written 

notice of cancellation as set out in the “Refund Policy” requirement prior to the 

enrolled course start date.  

Please do so by one of the following means: 

Email:   info@prosystem.com.au 

mailto:info@prosystem.com.au
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Fax:  (07) 38 522 252 

Mail:  Level 1, Unit 3, 58 Brookes Street, Bowen Hills, QLD, 4006 

Failure to provide sufficient notice will result in no refund being available. Pro System 

cannot accept responsibility for changes to work commitments or personal 

circumstances within this 7 working day period 

Course cancellation initiated by Pro System Training Services 

Occasionally it is necessary for courses to be cancelled or rescheduled by Pro-

System. Pro-System will either send an email or call you to advise you of the 

cancellation and, if possible, provide a new date for the course. Pro-System will 

endeavor to give at least 48hrs notice prior to the course start date. 

Refund Policy 

A non-refundable administration fee of $100 will be subtracted from any refund 

granted under the terms and conditions outlined in this policy. 

 

For all face-to-face delivery courses, refund requests must be made in writing using 

Application for Refund form and must be received by our office at least 14 days prior 

to the commencement of the course. If these requirements are met participants will 

receive a full refund less the administration fee. 

 

If a refund request is received by our office in less than 14 days from the course 

commencement, no refund will be granted unless we are satisfied that you are 

currently suffering from special circumstances, see following: 

 

Special Circumstances - these will need to be verified with supporting 

documentation. These could include: 

 Medical condition this would need to be verified with a medical certificate. 

 Family/Personal reasons these would need to be verified by supporting 

documentation and/or medical certificate. 

 Employment related reasons where changes beyond the control of the 

participant have occurred and these would need to be verified by the 

employer. 

 

For self-paced courses, refund requests will not be accepted if the resources of the 

course and the USB with course material have been opened. If the resources and 

USB are returned then a refund will be considered less the administration fee of $100 

(Same terms as above). 

 

Please note: Refunds will only be made by the same means that payment was 

made. 

Rebooking of courses – Pro-System recognises that a participant may need to 

rebook a course.  One rebooking will not attract a fee however subsequent changes 

will at $100 per change. Pro-System cannot guarantee that participants will be able 

to book on the dates of their choice. In some cases participants may be placed on 

a waiting list. 

Rebooking Fee 

Each participant will be given one grace transfer / rebooking, however there are no 

guarantees that participants will get a place on the next course, dates subject to Pro 

System Director’s discretion.  
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One transfer will be accepted without charge where Pro System has been notified in 

writing at least two working days prior to the scheduled commencement date. All 

subsequent transfers will attract an administration charge of $100.00. 

There are no guarantees that participants will get a place on the next course, dates 

are subject to Pro System Director’s discretion. 

If the participant makes no contact with Pro-System within two working days prior to 

the scheduled commencement date or it is their second time of date transfer, there 

will be a rebooking fee of $100.00.  

All participants will need to complete an ‘Application for Refund’ form, which is 

located at http://www.prosystem.com.au/  and submit it to the Accounts Manager 

via info@prosystem.com.au 

Privacy  

Pro-System Training Services collects personal information solely for the purpose of 

operating as a Registered Training Organisation. The requirements of the registering 

regulatory authority Australian Skills Quality Authority (ASQA), the Department of 

Education and Training (DET) and the Department of Transport and Main Roads 

(TMR) may mean the release of your personal information only for the purposes of 

audit/licensing/legislation requirements.  

Under the National Privacy Principles you can access your personal information and 

you may request correction of information that is incorrect or out of date. 

Participants who request access to their information will be given full access to the 

details they want. No cost will be charged for them accessing their information.  

While you are undertaking your training program, there will be times when Pro-System 

and/or its trainers, managers or administration staff may need to discuss your 

situation with others. Unless otherwise advised in writing, by completing the enrolment 

process with our RTO you authorise us to release information to the employer or 

employment service provider who has referred you to us (if applicable). We will not 

disclose your details to any other person or organisation without your written consent.  

Also while you are undertaking your course or training program, Pro-System Training 

Services trainers, managers or administration staff may take photo, video or audio 

recordings of you participating in training and assessment activities. Unless otherwise 

advised in writing, by completing the enrolment process with our RTO you authorise 

us to use these images and/or recordings for training and marketing purposes. 

 

http://www.prosystem.com.au/
mailto:info@prosystem.com.au
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Appendix A 

General Assessment Instructions for Participants 

Assessment by completing questions within the Assessment workbook: 

The assessment booklets contain questions and activities which will allow you to 

provide evidence toward gaining competency toward each Unit of Competency 

that you are enrolled in. If you have been able to demonstrate competence through 

credit transfer or recognition of prior learning for any unit of competency then your 

Trainer/Assessor will advise you which assessment activities you will need to 

complete, prior to you commencing your course. 

Credit transfer or recognition of prior learning MUST be applied for prior to you 

commencing your course. 

All assessment tasks have been developed: 

 to meet the requirements of the relevant Training Package; and 

 to be conducted in accordance with the principles of assessment and the 

rules of evidence; and 

 to meet workplace and, where relevant, regulatory requirements; and 

 in line with systematic validation. 

Assessments have been developed to collect evidence that is in line with the 

principles of assessment and the rules of evidence and are: 

 Fair (we inform you of the assessment process and provide you with the 

opportunity to challenge the result of assessment and be reassessed if 

necessary) 

 Flexible (assessment is flexible to reflect your needs and draws on a range of 

assessment methods) 

 Valid (directly related to the current version of the relevant endorsed unit of 

competency and associated assessment requirements) 

 Reliable (demonstrates that evidence presented is consistently interpreted 

and assessment results are comparable irrespective of the assessor 

conducting the assessment) 

 Sufficient (the assessor is assured that the quality, quantity and relevant of the 

assessment evidence enable a judgment to be made of the participant’s 

competency) 

 Authentic (is assured that the evidence presented is the participant’s own 

work) 

 Current (reflects the participant’s current competency) 

Reasonable Adjustment 

Inclusive practice is a key component used by Trainers/Assessors within each class, 

with Trainers/Assessors using a range of teaching strategies to meet individual needs, 

and provide learning experiences that: take into account differing learning styles or 

preferences, recognise the differences among learners and ensure no one is 

excluded. 

Reasonable Adjustment is used, where appropriate, for assessment tasks within this 

course to ensure that all learners are given the same learning opportunities and the 

same opportunity to perform and complete assessments. Where Reasonable 
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Adjustment of assessment tasks takes place within this course your Trainers/Assessor 

will clearly record on each assessment task how this has taken place. As part of this 

process any Reasonable Adjustment will ensure that the same level of knowledge 

and skills are demonstrated for all Participants as required by both the Unit of 

Competency and Industry. 

Feedback and Review 

At the completion of each assessment task your trainer will assess your work and then 

provide you with feedback. 

You will be provided with the opportunity to provide Pro System with feedback at 

any time during your course.  At the conclusion of the course your Trainer will provide 

you with a feedback questionnaire.  The information you provide is valuable to Pro 

System’s continuous improvement.  We value your feedback. 

Plagiarism 

Plagiarism is a form of cheating. It is taking and using someone else’s thoughts or 

writings and representing them as your own. Plagiarism is a serious act and may result 

in a participant’s exclusion from a Unit of Competency or a course. This in turn may 

require Participants to pay to re-complete the module or course at a later date. 

The following list outlines some of the activities for which a participant can be 

questioned for plagiarism: 

 Presenting any work by another individual as ones own unintentionally 

 Handing in assessments markedly similar to or copied from another Participants 

 Presenting the work of another individual or group as their own work. 

 Handing up assessments without the adequate acknowledgement of sources 

used, including assessments taken totally or in part from the internet. 

Many of the workbook activities are “open book”, yet should still be conducted 

under test conditions; individually without consultation with other Participants. If you 

are unsure of any assessment requirements you should check with your Trainer / 

Assessor. 

Copyright 

Whilst completing research projects/tasks you must be careful when copying the 

work of others. The owner of the material may take legal action against you if the 

owners copyright has been infringed. You are generally allowed to do a certain 

amount (e.g. up to 10%) of copying for research or study purposes only.  Pro System’s 

requires you to adequately acknowledge the sources used. 


