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Introduction
This handbook contains general information regarding training and assessment services provided by Morrissey Group Pty Ltd
Scope of Registration

Morrissey Group Pty. Ltd, offers Nationally Recognised Training in the following areas:

· BSB40807

Certificate IV in Front Line Management

· TAA40104

Certificate IV in Training & Assessment 

· CHC30208

Certificate III in Aged Care

· CHC30308

Certificate III in Aged and Community Care

· CHC30408

Certificate III in Disability

· THH33002

Certificate III in Hospitality Operations
· QLD30681 

Course in Drug and Alcohol Screening 
(Copyright to Morrissey Training)
· CPP20207

Certificate II in Security Operations

· CPP30407

Certificate III in Security Operations

· CPP30607

Certificate III in Investigations  

· HLTFA301B
Apply First Aid   
· RSA (Qld)

Responsible Service of Alcohol

Client Support/Welfare and Guidance
Refer to support reference guide at the end of this booklet. 
Assessment Procedure

A number of assessment criteria are utilised to assess your competency.   They include:
· Written and Oral Questions

· Observation

· Student activity

· Scenarios

· Role-plays

· Completion of documentation

· Project and Case Studies

In accordance with the Australian Quality Training Framework our assessment processes will be valid, reliable, flexible and fair.   Judgements to determine competence will be made by examining evidence gathered from a range of sources, using a variety of assessment methods.   Clear information about the assessment process and evidence requirements will be provided and participants will be encouraged to participate in collecting evidence of their own competence.   Assessment processes will provide for the recognition of competence no matter how, where or when it has been acquired.
Should you be deemed “not competent” in any particular area, additional training will be provided to you and an opportunity will be given for you to undertake the assessment again.
Qualified Trainers/Assessors

A qualified Trainer/Assessor is a person who is recognised by Morrissey Group Pty Ltd as meeting the national standards for assessment and delivery of training.

A Trainer/Assessor is able to conduct assessment only in areas in which they have relevant vocational competencies. They must also be competent in the training and assessment competencies to the national standards required.

Assessment

The assessment process for each unit of competency will combine the skills and knowledge being assessed in practical applications. It is the responsibility of the Trainer/Assessor to ensure that the Participant is given every opportunity to demonstrate that they can meet the required performance standards. The assessment process your Trainer/Assessor uses must conform to the following principles:
Validity

Valid assessment actually assesses the competency it is meant to assess. A valid assessment of a particular unit will assess competencies that are part of that unit 
· Evidence is collected from activities and tasks that clearly relate to the Unit of Competency.

· Evidence demonstrates that the performance criteria have been met.

· Evidence is sufficient.

Reliability

Reliable assessment produces the same judgment about a person's competency when the assessment is completed by another assessor or by the same assessor or another occasion:

· Assessment practices should be monitored and reviewed to ensure that there is consistency in the interpretation of the evidence.

· Assessors must be competent in the National Workplace Assessor Competency Standards.

Fairness

Assessment is fair if it does not disadvantage any applicant in relation to another:

· Assessment practices and methods must be equitable to all groups of applicants.

· Assessment processes and criteria for determining performance must be made clear to all applicants seeking assessment.

· Applicants must be provided with opportunity to challenge the assessment.

Flexibility

Flexible assessment remains valid, reliable and fair while dealing with:

· The way the competency was developed or acquired through a formal training course or through on-the-job experience.

· Any disability that the applicant might have, e.g. deafness or reading difficulties

· The equipment used to demonstrate competence, e.g. the familiarity of the equipment to the Participant

· Different periods over which the assessment might be done; eg. the need to apply the entire assessment at one time or parts of the assessment as a person learns. This would most likely result in the Participant being assessed in individual learning outcomes or the elements that make up the competency.

Appeals against Assessment

Appeals against a negative assessment should be made directly to the Trainer/Assessor in the first instance.

If a resolution cannot be obtained at this stage and you wish to take the matter further please contact the Managing Director, on (07) 3852 1656 or email info@morrisseytraining.com.au.

A further independent review of your assessment will be made within 21 days and you will be notified the result in writing.

Disciplinary procedure

Students must at all times maintain appropriate dress and behaviour and follow our rules and guidelines and the instructions of the Trainer.
In the event of behaviour which is disruptive to other class members or impacts on Workplace Health and Safety requirements then sanctions may apply.

While in the first instance a warning may be given for serious or continued breaches you may be asked to leave the course.

Our major rules include:

· No alcohol during training

· No smoking in the classroom or immediate environment

· Mobiles phones to be switched off
· No phone texting or phone calls during class sessions
· No harassment of other students

Dress Standards

In consideration of other students we expect all students to present themselves in a clean and tidy manner.    Clothing should be appropriate and not cause offence to other persons.
Generally clothing should be clean and tidy, shirts with a collar and closed footwear.

Singlets and thongs are not acceptable in a classroom environment.

Complaints

Morrissey Group Pty Ltd  

· Will take all complaints seriously

· Regard complaints as a source of feedback

· Take the opportunity in learning from our clients

· Record all details of complaints including the resolution adopted

· Monitor and analyse complaints and address any issues through change or training processes

In the first instance please raise the issue with your Trainer.   If the matter cannot be resolved at that time please contact the Managing Director, on (07) 3852 1656 or email info@morrisseytraining.com.au with details of your complaint.
Morrissey Training will review your complaint and endeavour to reach a resolution with you.
You have the right to appeal any decision made by us.
In the unlikely event of a resolution not being achieved then the matter will be referred to an independent arbitrator for resolution.
Refund Policy

Our refund policy is on all enrolments forms completed by students at enrolment.

· Full payment of course fees is made on enrolment prior to the commencement of any training course.    
· By prior arrangement a payment plan may be agreed to.

· If a payment plan is agreed to you are advised that no Certificates will be issued until full training fees are paid.

· The company will refund 100% of any deposit less a $25.00 administration fee for any withdrawal by a student prior to commencement of a training programme.

· No refund will be made of fees paid in advance if a student withdraws from a training programme once training has commenced.   

· Training is considered to have commenced once training materials are received by the student.

· In certain circumstance instead of withdrawing from a course a student may defer their training until a later date.    This option needs to be discussed and agreed to by the Company.  We will try and find a solution where possible.

· Should a student be unable to complete a course due to illness then arrangements will be made for that student to complete their training at a later date at no additional cost.    

· If a training programme is cancelled for whatever reason by The Company then 100% of fees paid in advance will be refunded.

· A request for refund form must be completed by any student requesting a fee refund.   
Access and Equity

Training provided by Morrissey Group Pty Ltd is accessible to all persons.

No intending student shall be discriminated against or denied access to training on account of their:

· Race

· Age

· Religion

· Marital Status

· Gender

· Physical Disability

· Sexual Orientation

Our contact person for Access and Equity enquiries is Victor Morrissey, Managing Director of Morrissey Group Pty Ltd.

Recognition of Prior Learning

The purpose of the Recognition of Prior Learning (RPL) is to ensure an individual’s prior learning achieved through formal and informal training, work experience or other life experience is appropriately recognised.

If you feel that you qualify through recognition of Prior Learning for all or any part of your training please discuss with your Trainer.

An RPL Kit is available for you to apply for Recognition of Prior Learning.

Privacy Policy
A copy of our Privacy Policy is available on our website.   To view our Privacy Policy check out website on www.morrisseytraining.com.au


SUPPORT REFERENCE GUIDE

Language Literacy and Numeracy

Should a participant or potential participant be identified with language, literacy or numeracy support requirements which are considered to be sufficient that the participant is unlikely to achieve the competency standards, and customised delivery or assessment strategies will not address the issue, participants are to be referred to a Registered Training Organisation (public or private) for support.    Assistance to the participant, and liaison with the Registered Training Organisation will be provided, where applicable, to identify the specific support requirements.

Learning Support

Should a participant or potential participant be identified with learning support requirements which are considered to be sufficient that the participant is unlikely to achieve the competency standards, and customised delivery or assessment strategies will not address the issue, participants are to be referred to a Registered Training Organisation (public or private). Assistance to the Participant, and liaison with the Registered Training Organisation will be provided, where applicable, to identify the specific support requirements.

Disability Support

Should a participant or potential participant identify themselves with a disability, trainers will liaise with the participant and relevant disability support agencies/workers to address the delivery and assessment requirements of the participant through customization of the program. If however, Providers are unable to accommodate the needs of the participant, RTO Pty Ltd will endeavor to identify another Registered Training Organisation delivering the same competencies who are able to accommodate the needs of the participant.

Social Support

Where social or personal circumstances may affect a participant’s learning experience, Morrissey Group Pty Ltd will support the participant where possible, including referral to the following organisations:

Centre link
131 021

Crisis Care

07 3235 9999

Emotions Anonymous

0500 567 766

Mental Health Association

07 3271 5544

Wesley Mission
1800 021821

Women’s Domestic and Family Violence
1800 811 811

St Vincent De Paul
07 4032 3201

Life Line
07 4053 5044

Kids Helpline
1800 551 800

Alcoholics Anonymous
07 4051 2872
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