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P RIV A T E A N D C O N FID E N TIA L
Dear Suzanne,
O ffer of E n g a g e m e nt – C a s u al E m plo y e e
S y d n e y C o m m u nity C olle g e (S C C) R T O 90054
F u n d e d Trainin g Pro gra m m e 2020-2021
Thank you for your interest in casual employment at Sydney Community College (SCC). Your
willingness to contribute to SCC’s activities is very much appreciated and I am pleased to offer
you engagement on the terms set out in this Offer of Engagement (‘Offer’).
E n g a g e m e nt T erm s a nd C o n ditio n s : c a s u al e m plo ym e nt
N ature of e m plo ym e nt e n g a g e m e nt: Casual employment as a trainer/assessor for SCC’s Adult
and Community Education (ACE) and Smart and Skilled programs funded by the NSW
Government. Your casual engagement with SCC is for training and assessing activities delivered
under these programs, including but not limited to: delivery of full and part qualifications; input to
course design and resource development; administrative and logistical support for information and
enrolment sessions; conduct of language and literacy assessments; recordkeeping; participation
in required validation and moderation activities; student support; and other training and
assessment
support
as
may
arise.
See
https://www.training.nsw.gov.au/ace/ace_cso_program.html. Your anticipated dates of casual
employment are specified in the attached S c h ed ule/s. Each period of casual employment will
constitute a separate period of engagement from any other engagement. With the exception of
the duties assigned to you from time-to-time, the terms of your engagement as a casual employee
pursuant to this Offer may be varied only by agreement between you and an authorised officer of
SCC. This Offer embodies the entire understanding between you and SCC in relation to your
engagement as a casual employee to perform the work referred to in the S ch e d ule/s and any new
schedule/s issued to you.
A w ard, rate of p a y, s u pera n n u atio n a n d oth er c o n ditio n s: SCC operates under the E ducation
S ervices
(Post-Secondary
E ducation)
Award
2010.
See
http://awardviewer.fwo.gov.au/award/show/MA000075 and also the Fair Work Commission’s Fair
Work Statement at https://www.fairwork.gov.au/employee-entitlements/national-employmentstandards/fair-work-information-statement. As a trainer/assessor and as a training coordinator for
the delivery of the ACE project, the dates of engagement, your rate of pay as a casual employee
is specified in the attached S c h e d ule/s. Payment is made fortnightly into your nominated bank
account. Your nominated Program Manager will explain the procedures in more detail.

R e sid e n c e a n d vis a re quire m e nts: This Offer is conditional upon you being able to lawfully work
in Australia and in documentary evidence of:
• Your identity (current passport or NSW driver’s licence) and if applicable, documentation of any
change of name;
• Your Australian residence status (birth certificate or passport) or valid working visa and, if
applicable, documentation of any change of name;
• The qualifications stated in your application; and
• Any professional registration required for the purposes of your role.
T ermin atio n of this offer: Either party may terminate this casual employment engagement at any
time by giving written notice of 30 days. SCC reserves the right to terminate your engagement in
the event that you have provided false or misleading information prior to your engagement with
SCC.
C o n d u ct of c o urs e s
See S c h e d ule/s
E v alu atio n: SCC believes that seeking feedback on the success of its teaching staff and the
quality of each student’s experience is an important component of SCC’s quality assurance
system. By accepting this Offer, you agree to participate in SCC’s evaluation process, which
involves but is not limited to evaluation of student work, student feedback, student complaints, and
feedback from other SCC staff.
Intelle ctu al pro p erty: Intellectual property means the registered and unregistered right in relation
to present and future copyright, trademarks, designs, know-how, patents, confidential information
and all other intellectual property as defined. Unless otherwise mutually agreed and reflected in
the Schedules, each party grants to the other a non-exclusive license to freely use all materials
developed by it under the contract or otherwise in connection with the delivery of the course through
SCC. Where nothing is specified in the S c h e d ule/s, the intellectual property in all teaching and
course material related to this contract are to be used exclusively for, and in the delivery of, the
provision of services under this contract and are, as such, the property of SCC.
D utie s, p olicie s a n d pro c e d ure s
D utie s a n d g e n eral: Details of your duties and your Programme Manager are set out in the
attached S c h e d ule. By accepting this casual employment engagement you agree to comply with
the Smart and Skilled Adult and Community Education Programs ACE provider Contract and
Operating Guidelines in force for the duration of this Offer and all laws and professional standards
applicable to your engagement as a casual employee - including laws in relation to health and
safety - and adopted through SCC policies, procedures and rules – varied or replaced by SCC
from time to time. This includes but is not limited to compliance with the:
•
•
•

Australian Qualifications Framework (AQF) which is currently under-going review;
the National Vocational Education and Training Regulator Act 2011; and
Standards for Registered Training Organisations (RTOs) 2015 – see
https://www.asqa.gov.au/about/australias-vet-sector/standards-registered-trainingorganisations-rtos-2015

See also the following links for relevant policies for trainers/assessors, SCC RTO training policies,
and SCC general policies:
https://www.sydneycommunitycollege.edu.au/trainer-and-assessor-information

https://www.sydneycommunitycollege.edu.au/policies/rto
https://www.sydneycommunitycollege.edu.au/policies
C urre nt c o m p ete n c y a n d profe s sio n al d e v elo p m e nt: In accordance with SCC’s ‘Staff
Recruitment and Professional Development’ policy, you are required to complete the College’s
trainer/assessor matrix for the purpose of verification of competence and currency and kept on the
College server. Staff/contractors are expected to engage in at least two professional development
activities annually for the purpose of developing and enhancing the trainer/assessor’s industry
skills and currency.
These may or may not be held by the College. The College expects
staff/contractors to update their resumes and staff matrix at least annually to reflect their
participation in industry and educational professional development activities.
A s s e s s m e nt m o d eratio n, v alid atio n a n d fe ed b a c k a ctivitie s: (following SCC policy refers:
Validation 2015-2020: Policy and Procedures Validation and Moderation)
A s s e s s m e nt m o d eratio n a n d fe e d b a c k: In accordance with the SCC’s policy, you will be
required to participate in moderation of a minimum of 10% of the assessment decisions (i.e. marked
student assessments) made by trainers engaged in the ACE Program. Scheduled moderation and
outcomes of moderation sessions will be discussed with you in advance. Feedback on outcomes
and identified improvements from moderation will be used to improve SCC’s training and
assessment strategies, learning and assessment material, development of the SCC
trainers/assessors and the overall approach to training planning and delivery.
Relevant
stakeholders may also be involved where industry consultation is a prerequisite to programme
delivery, in particular in regard to government funded programmes. Moderation activity and
outcomes will be recorded on a Moderation of Assessment Judgements Form to which you will
have access.
A s s e s s m e nt v alid atio n: Validation will occur in alignment with SCC’s 5-year plan. Refer to the
plan/schedule in the following location: server/Public/RTO/Validation2015-2020/Policy and
Procedures Validation and Moderation policy FINAL, a copy of which can be provided on request.
See S c h e d ule/s for Validation and Moderation fees payable.
C o nfid e ntiality: SCC is committed to protecting its confidential information and intellectual
property. ‘Confidential Information’ means: any information, however communicated or recorded,
relating to the activities of SCC to which you gain access in the course of, or in connection with,
your engagement. This includes any information related to finances, business affairs, strategies,
plans or initiatives and any sensitive or commercially valuable information – including information
relating to students or other staff or contractors to SCC. To ensure protection of these interests,
you agree to keep confidential all confidential information provided to you in the performance of
your duties other than which you may be required to disclose by law or agreed to by SCC.
Priv a c y: Information provided by individuals to SCC is protected SCC’s Privacy Policy which may
be found on its website at http://www.sydneycommunitycollege.com.au/privacy. SCC adheres to
the thirteen Australian Privacy Principles (APPs) issued by the Office of the Australian Information
Commissioner (OAIC) oaic.gov.au. Commercial use of any personal information provided to the
Contractor or its delegates in the provision of your services to SCC is not permitted.
O v erp a ym e nt: In the event that you are paid an amount (or amounts) of money to which you are
not entitled as a result of a mistake of SCC (overpayment), you agree to inform SCC within 7 days
of becoming aware that such an overpayment has been, or will be, made.

C hild Prote ctio n or other pre-e n g a g em e nt probity s cre e nin g: In the event that the role that
you have been offered is subject to a regulated pre-engagement clearance by the College (such
as a working with children check and/or Criminal Name Index check) you must gain at your own
cost the required clearance and cannot commence duty without the authorisation of the College
and subject to clearance by the authorities.
W ork H e alth a n d S afety (W H S) a n d e m erg e n c y e v a c u atio n d utie s: You are required to ensure
that SCC’s health and safety management processes are carried out to ensure a healthy and safe
working and learning environment for SCC staff, students and others. See
https://www.sydneycommunitycollege.edu.au/policies/whs. This includes taking responsibility for
your students in the event of an emergency evacuation and reporting any injuries or incidents which
come to your attention within 24 hours of them occurring.

A c c e ptin g this offer: To accept this Offer, please sign and return a copy of the acceptance
below to me by the date specified in the S c h e d ule. If you have not previously been engaged
as a casual employee by SCC within the past 12 months, in order for you to be paid you will
need to complete and return a Tax File Number Declaration form AND the SCC’s Bank and
Superannuation Account form. Please return them with your acceptance (failure to return all
documents will result in non-payment). You will also need to provide proof of identity and
residence (either a current passport or driver’s licence or birth certificate, and visa if applicable)
at interview or with your acceptance. I look forward to receiving your acceptance of this Offer
and thank you once again for your interest in contributing to the work of SCC.
Ple a s e als o s e e oth er m atters relate d to y o ur e n g a g em e nt o n (p a g e s 9 a n d 10 refer)
w hic h, o n this o c c a sion, als o re q uire y o ur finalis atio n a n d sig n ature.
Yours sincerely

Jennifer Aldred
Senior Manager
Finance and Funded Programmes and Manager of the Registered Training Organisation
A c c e pta n c e of offer
I have read and accept the terms of the casual employment engagement set out in this Offer. In
signing this Offer, I acknowledge that the terms (including the attached S ch e d ule) constitute the
entire understanding between SCC and myself in relation to my engagement. I acknowledge that
I am bound by the policies and procedures which apply to my engagement as a casual employee.
All previous negotiations, representations and agreements are superseded by this Offer and
attached S c h e d ule.
Name:
Email:
Mobile number:
Signed:

Date: ____ / ____ / _

Ple ase print and sign this page, and return to your Programme Manager by email, post or in person

S c h e d ule 1 - P o sitio n Details
Pro gra m Ma n a g er

Tonya Cook-Pedersen
Emails: tonyakcook@hotmail.com or
tonya.cookpedersen@sydneycommunitycollege.edu.au
Mobile: 0412247656

Start d ate of e n g a g e m ent +

18/08/2020

+ Ple a s e n ote th at th e b elo w d utie s a n d d ate s m a y b e v arie d b y S C C after dis c u s sio n with
y o u. N o p a ym e nts will b e m a d e for d ate s th at y o u are u n a ble to w ork
Pre-e nrolm e nt L L N A s s e s s m e nt D utie s:
•
•
•
•

Conduct oral (speaking and comprehension) assessments in person at assigned information
sessions and by phone to determine applicants’ ACSF level.
Assess applicant’s writing samples to determine their ACSF level
Ensure the timely reporting of assessments results to Program Manager
Assist in revising assessment tools as may be needed

Trainin g a n d A s s e s sm e nt D utie s:
Working closely and collaboratively with the Funded Programmes Manager and other designated
SCC staff, provide professional services to assist SCC in delivery of training and support
program for disadvantaged learners, in partnership with our community organisation partners.

For each course assigned to you, you will:
•

Provide input to TAS, Learning Programme and a Session Plan / Training Schedule as may
be requested

•

Familiarise yourself with the SCC assessor guide, mapping, learner guide, and assessments
tasks and assist resource development and refinement for FSK units included.

•

Deliver course in accordance with the agreed Learning Program, Session Plan and Training
Resources

•

Assess in accordance with SCC guidelines – see link at
https://www.sydneycommunitycollege.edu.au/trainer-and-assessor-information - Learning
Program, Session Plan and Training Resources

•

Provide reasonable student support that aids student retention and completion rates. Student
support arranged outside of class time needs to be logged using the attached log template.
SCC is required to keep a record of support provided to students.

•

Design and deliver any required nonaccredited unit. These units, if assigned, are designed to
address skill gaps (language and literacy, job seeker skills, digital literacy, etc) in your
particular class. All resources and student work completed for this unit must be provided to
SCC as proof of nonaccredited unit delivery

•

Promptly notify Program Manager of issues related to attendance, assessment completion
and non-training student welfare issues.

•

Ensure accurate attendance and assessment record keeping, including weekly copying and
regular scanning and uploading to designated OnCourse page and/or Drop Box folder of

class roll and updated student assessment record sheets and completed assessment tasks.
Scanning support can be arranged as needed.
•

Report regularly, including weekly email or phone call or in-person communication with
Program Manager on issues arising, student support and progress in unit completion

•

Report final unit completion results prior to last day of course to facilitate award of Statements
of Attainment in person in the last class (when possible)

•

Participate in validation and moderation activities related to your course and course materials

•

Keep your trainer and assessment matrix up-to-date and engage in all required professional
development to maintain your qualifications up-to-date.

R e s o urc e D e v elo pm e nt D utie s:
•

Contribute to resource development and/or contextualization for units delivered in SCC
courses. This may include development of mapping guide, learner guide, and assessments
tasks and guidance for learners/assessors or supporting and coordinating external
consultants or trainers in such resource development. SCC templates and guidance will be
provided.

R e s o urc e s a n d e q uip m e nt:

Remote work from home is preferred; however
access to work station and all office equipment at
SCC if needed
Access to training facilities (including whiteboard,
projector, wifi) and copier/scanner at community
partner organisation where (or near where) training is
delivered.
Use of your own laptop/desk top computer with
DropBox and OnCourse installed to enable remote
work.

R ate s of p a y:

$75.00 per hour. This hourly rate is inclusive of the
25% casual employee loading and superannuation
payments due to you.

D E T AIL S R E L A T E D T O T R AININ G C O O R DIN A TIO N A N D C O U R S E D E LIV E R Y
Trainin g d eliv ery lo c atio n s: to be notified as courses are assigned to you
A rriv al tim e: Trainers and other SCC staff are required to be in attendance n o le s s th a n 15
min ute s prior to the start of an information or training session.
C la s s roll/s: Trainers will be provided a class roll (and updates as necessary) that must be signed
by all students in attendance. The class roll must be scanned and uploaded to the designated
course DropBox folder each week and the Training Coordinator notified when this occurs.
Trainin g ro o m a n d fa cilitie s: Training rooms and facilities are provided by our community partner
organizations. All training rooms will have a white board, WIFI access, and facilities for PowerPoint
presentations and showing videos. Some will also have laptops for students to use. An onsite
photocopier/scanner is available at the training locations if you or trainers require it for student
handouts, copying/scanning of assessments, etc.
W H S a n d e m erg e n c y e v a c u atio n: You and the trainers will receive orientation training in
evacuation procedures related to your location by SCC’s community partner staff. In the event of
an evacuation, trainers are responsible for your students, including reporting any injuries or

incidents to the SCC and the community partner contact (see C o nta cts under). Report all WHS
issues directly to the community partner contact and, if not resolved to your satisfaction, then to
the SCC contact/s listed below.
F irst aid: The trainers are the first point of contact in the event a student is injured. See our
community partner contact (see C o nta cts under) or his/her delegate in the event that first aid is
required to be applied.
E v alu atio n s: Trainers are required to complete a trainer/assessor end of course report which
should be returned to the Program Manager at the end of the course.
Students will be invited to complete course/trainer evaluations at the end of the course
V a c atin g th e pre mis e s: Trainers and other SCC staff must leave a training room as it was found
and let community centre partner contact know when leaving.
C o nta cts:
S y d n e y C o m m u nity C olle g e
Tonya Cook-Pedersen, Manager Funded Training Program
Email: tonyakcook@hotmail.com or tonya.cook-pedersen@sydneycommunitycollege.edu.au
Mobile: 0412 247 656
Jennifer Aldred, Senior Manager, Finance and Funded Programmes and RTO Manager
Email: jennifer.aldred@sydneycommunitycollege.edu.au Mobile: 0418 467 623 Phone: 02 8752
7599
C O R E (C a bram atta)
Suhair Erimya, Student Outreach and Support, Email: serimya@corerecs.org.au
Phone: 97270477, Mobile: 0472 879 279
4c s (L a k em b a)
Kate Maclean, Manager – Community Sector & Capacity Building
Email: capacitybuilding@4cs.org.au, Tel: 9750 9344; Mobile: 0425 049 279
Romana Waseem, Community Development Worker, Email: romana.waseem@4cs.org.au. Tel:
97509344; Mobile 0412 370 811 (work)

This certificate is awarded to

Suzanne JOHNSON
for the successful completion of the course

COVID-19 Safety - Ensuring Best Practice at MAX
By Learning & Org Development
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