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Welcome  
To the Blue Dog Training  
 

We hope the time you spend completing courses with us will be 
productive and enjoyable. To avoid misunderstandings, we would like 
to let you know about our courses, what you might expect and the 
procedures you will be required to follow.   
 
 
 
 

CODE OF PRACTICE 

 
The Code of Practice outlines the obligations and responsibilities required 

to meet the standards for the provision of vocational education and training.  
Blue Dog Training will ensure that policies and management practices are 
adopted which maintain high professional standards in the marketing and 
delivery of vocational education and training services, and which safeguard the 
educational interests and welfare of participants.  
Blue Dog Training is committed to integrating Access and Equity principles within 
all our services that we provide to our clients. All staff will and do recognise the 
rights of clients/students and provide information, advice and support consistent 
with this Code of Practice.  

 
Marketing: 

Blue Dog Training markets its training programs with integrity, accuracy 
and professionalism in all their marketing strategies and materials.  
 
Course Information: 

Blue Dog Training provides accurate information to participants regarding 
their Fees, Access and Equity, National Recognition/Credit Transfer, 
Equal Opportunity & Harassment policies.  
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Recruitment: 

Recruitment of participants will be conducted at all times in an ethical and 
responsive manner. Recruitment decisions will rest on assessment by 
Blue Dog Training incorporating the standards and outcomes of the 
course that are likely to be achieved by the applicant given his/her 
qualifications, proficiencies and aspirations.  
 
National Recognition: 

Blue Dog Training will recognise the qualifications and statements of 
attainment issued by another registered training organisation.  
 
Appeals and Complaints: 

Blue Dog Training will ensure that participants have a fair mechanism for 
appealing disputed assessment decision through the Appeals and 
Complaints Policy.  
 
Refund Policy: 

Blue Dog Training has fees and charges and refund policies that are fair 
and equitable. The policies contain guidelines for refunding fees to 
participants should the training provider cancel or discontinue a course for 
any reason or should a participant withdraw from the course.  
 
Fees and Charges: 

Information on fees and charges is clearly documented and made 
available to all students and other stakeholders. 
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STUDENT ENROLMENT POLICY AND PROCEDURE 

 
It is the policy of Blue Dog Training that all students are enrolled without 

prejudice and in accordance with its Access and Equity Policy. You are able to 
enroll in any of Blue Dog Training’s courses (on line and traditional) at any time. 
The only exception/barriers to enrolment may relate to pre-requisite units or 
criteria for enrolment as detailed in the individual accredited courses/training 
packages. 

 
 
Apprenticeships 

Upon receipt of the form nominating Blue Dog Training as a SRTO, a 
representative of Blue Dog Training will contact you and your employer to 
arrange a time to conduct a formal induction and enrolment session. 
 
Upon completion of the enrolment and induction, the trainer/assessor will 
develop a training plan in consultation with you and your employer. This 
will be signed by all parties and a copy maintained electronically on Blue 
Dog On Line (BDOL) for access by you and your employer and Blue Dog 
Training. 
 
You will be requested to complete a language literacy and numeracy 
(LLN) indicator tool so that staff of Blue Dog Training can customise your 
training and/or assessment to suit your needs. This assessment will 
provide an indication of your needs and your capacity to complete the 
qualification. 
 
 
Skills Assessment 

You will be invited to attend the offices of Blue Dog Training for an initial 
assessment where you will be provided with all necessary information for 
enrolment and induction. 
 
Once an enrolment form is completed and all relevant induction 
information is provided, your enrolment details will be entered into BDOL 
(Blue Dog On Line). 
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On Line Short Courses 
If you have elected to undertake on line learning, induction and enrolment 
information is available on the Blue Dog Training Website. When enrolling, 
you will be required to indicate on the enrolment form that you have read 
and understood the information contained in this handbook. Blue Dog 
Training will provide all the assistance required to assist in navigating 
through the on line learning program. 
 
 

Short Courses (e.g. Flexible Training Centre) 

Upon arriving you are required to complete an enrolment form and 
provided with access to this handbook and the opportunity to complete a 
language literacy and numeracy assessment. Whilst the language literacy 
and numeracy assessment is not a mandatory component, you are 
encouraged to complete the assessment. This assessment will provide an 
indication of your needs and your capacity to complete the qualification. 
 
 
All Other Courses 

You will need to attend a formal induction process that will include: 
 

-  Completing an enrolment form 
-  Formal induction of the Student Handbook 

 
You will be requested to complete a language literacy and numeracy 
indicator tool so that staff of Blue Dog Training can customise the training 
and/or assessment to suit the needs of individual students. This 
assessment will provide an indication of the needs of the student and the 
student’s capacity to complete the training. 
 
 
Changes to Enrolment/Personal Details 

Blue Dog Training needs to keep all student records up to date. Should 
you cancel a course, change your name, address or other information 
during the period of your training; please contact our office (contact details 
above). 



Copyright Blue Dog Training  Page 7 of 26 

Selection 

All students are selected for enrolment in training in an ethical and 
responsible manner and preference into courses will be based on the date 
of receipt of enrol and payment. Blue Dog Training guarantees all 
decisions concerning the enrolment of clients in the course will comply 
with equal opportunity legislation and its access and equity policy. 
 
Professional and suitably qualified staff will be available to assist in 
process of enrolling clients for training. The special training needs of 
clients will be identified during enrolment and support services organised 
to ensure they can participate safely and fairly in the 
course. 
 
 
 
 

LANGUAGE, LITERACY NUMERACY TESTING 

 
Prior to commencing training and after your enrolment, you will be asked 

to complete a short language, literacy and numeracy test. The test is designed to 
identify students who may find it difficult to achieve the outcomes of the course in 
the scheduled timeframe and identify the most appropriate learning and 
assessment strategies for each individual to complete. Where you have been 
identified with potential support needs, your trainer will discuss how best we can 
provide support to ensure successful achievement of your qualification. For 
example, a written examination can be conducted verbally. Please contact BDT 
administration for further information. 
 
 
 
 

SUPPORT SERVICES INFORMATION 

 
Support services, welfare and guidance information for all students is 

available by contacting your trainer or by referring to the Support Reference 
Guide which is attached to the back of this document. Blue Dog Training has 
access to various support and welfare services for the assistance of its students 
including internal counselling services in relation to your training, assessment or 
career opportunities. Blue Dog Training also has access to a full time qualified 
language literacy and numeracy teacher who will be only too happy to assist you 
with any developmental needs that you may have. Please contact your 
trainer/assessor should you wish to discuss the services that BDT provides. 
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INTERPRETERS 

 
Blue Dog Training recognises the diversity of its students and will strive to 

provide all possible assistance to help them achieve their training goals. Should 
the assistance of an interpreter be required, Blue Dog Training will make every 
attempt to access appropriately qualified and accredited interpreters to assist. 
Where interpreter services are accessed and not covered by government 
funding, the costs of accessing these services will be borne by the student. 
Please contact your trainer/assessor for further information on interpreter 
services. 

 
 
Student Participation Information for Classroom Typ e Delivery: 

. 
Punctuality 
Students are required to be punctual. Please ensure that you arrive at 
your training or assessment session at the time pre-arranged with your 
assessor. Delays in commencing training or assessment activities may 
cause delays to completing training for yourself and others. 
 
Absences 
 
If you are absent from a training session, you are expected to follow up on 
any training missed. Students who wish to leave a training session early 
are to tell the trainer who will provide you with any information you may 
need to prepare for the next training session or applicable assessment 
sessions. 
If you are to be absent from a training/assessment session, you must call 
your 
Trainer/assessor at least two hours prior to the session. 
 
Consideration of Others 
 
Blue Dog Training expects that you will behave in a manner appropriate to 
a learning environment. This means: 

-  No smoking in the training facilities 
-  Swearing or abuse will not be tolerated 
-  Voices should be kept at a level that will not disturb others 
-  Other students and trainers/assessors are to be treated with 

respect at all times 
-  Each person is responsible for maintaining a clean and tidy 

environment 
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DISCIPLINARY PROCEDURES 

 
You are expected to participate in the course in a manner that does not 

have any negative impact on other students or staff of Blue Dog Training. Where 
you are disruptive, do not follow directions or place yourself, the trainer or others 
in a situation that is unsafe, you may be suspended from the course. This 
suspension will be communicated to your employer where necessary. 

 
You must at all times maintain a high standard of behaviour within the premises 
of the training facility and must not indulge in any acts which may result in 
damage to any property or persons. 
 
Misconduct by a student is any behaviour which: 
 

1. Disrupts the learning of others 
2. Prevents staff members from performing their duties 
3. Endangers the health and safety of staff or students and includes verbal 

abuse, physical abuse, alcohol, drugs, weapons, decency, vandalism, 
theft, safety, hygiene, failure to comply with directions, cheating. 

 
Misconduct will initially be dealt with by your trainer/assessor and if necessary an 
incident form completed. Should a satisfactory solution to the problem not be 
reached, the matter will be reported to one of the Directors of Blue Dog Training. 
If the matter is referred, you will be provided with a written statement of the 
misconduct and asked to sign to agree to the circumstances. Should the matter 
require termination of tuition you will be given notice in writing giving formal 
reasons for the determination and if less than 18 years of age notice will also be 
given to your parent / guardian. 
 
Where it is identified that misconduct continues, you will be again asked to meet 
with the directors to explain the circumstances under which this misconduct 
occurred and sign a statement. The Directors will make a determination on the 
course of action to be taken. At this stage, the directors reserve the right to 
disqualify you from any further 
Training / assessment. 
 
For training delivered in a school environment, the school’s relevant disciplinary 
procedures will prevail. 
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DELIVERY AND FLEXIBLE LEARNING 

 
Blue Dog Training is committed to providing high quality flexible training 

with superior learning outcomes for our clients. As a Blue Dog student you are 
able to enrol and access our website (www.bluedogtraining.com.au) at any time 
convenient to you. 
 
We have structured our training programs to ensure that we meet the needs of a 
diverse range of clients, whether or not you undertake a short course or 
apprenticeship program. 
 
Flexibility is a key concept underpinning the national training system. It is a 
philosophy and an approach which expands choice on what, when, where, and 
how people learn. 
 
Employers benefit from the ability to integrate training into their workplace in a 
way that suits their operations, while learners can access training that best suits 
their learning style and helps them balance their work, life and education 
commitments. 
 
Flexible learning includes a range of delivery modes such as: 
 

-  Distance education 
-  Mixed-mode delivery 
-  Online/e-learning 
-  Self-paced and self-directed learning 

 
You will be assigned a course trainer/assessor who will support both the practical 
and theoretical components of the course and assess your ability against the 
required performance criteria for each unit of competency. In all cases your 
assessment will be valid, reliable, flexible and fair. 
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ON-LINE SHORT COURSE SAFETY INDUCTION 
VERIFCATION 
 

As part of Blue Dog Training’s quality assurance procedures, we conduct a 
validation process whereby we determine whether or not the person who is to 
receive the “Blue Card” is the person who actually completed the course. Where 
it has been identified that a false declaration has been made, the enrolment fee 
is not refunded and the student in question shall receive an “M” result (not yet 
competent). A letter explaining the process and outcome is posted along with a 
receipt. Where the person is un-contactable, a letter is sent, out lining the 
process and that he/she needs to contact us within 7 days to go through the 
verification process or they will receive an “M” Result at which stage a another 
letter is sent along with a receipt. 
 
 
 
 

ASSESSMENT INFORMATION 

 
Blue Dog Training is committed to providing the best possible learning 

environment for all staff and students to achieve the outcomes sought by 
industry. Therefore, the trainers of Blue Dog Training will work with you to ensure 
that your needs are met in accordance with their own learning style. 
 
Traditionally, students with trade backgrounds learn differently to other 
disciplines. The way you learn will depend greatly on your ability to be able to 
interpret and comprehend the information being provided by the trainer and your 
ability to be able to apply this knowledge and skill in an assessment. 
 
Competency-based assessment is designed to ensure that you have achieved 
the knowledge and skills required in the workplace. It is based on gathering 
sufficient evidence which is valid, reliable and fair and flexible to enable an 
assessor to make a judgment that competency has been achieved against the 
elements and performance criteria of nationally recognised competency 
standards (your trainer/assessor will explain this to you in more detail). 
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At the first training session your Trainer/Assessor will provide an overview of the 
content of the course and vocational outcomes. Further information may be 
found on the Blue Dog Training web site. 
 
Blue Dog Training has developed generic learning and assessment 
methodologies that can be contextualized / customised to suit: 
 

-  Your learning style 
-  Working environment 
-  Needs of your industry and employer 

 
Whilst the learning and assessment have been developed generically, your 
trainer and assessor will negotiate with both yourself and your employer (where 
applicable) to ensure that you have the best possible opportunities for 
completion. Furthermore, your trainers and assessors will be available to assist 
wherever necessary. 
 
Assessment methodologies may consist of the following: 
 

-  Written and/or oral questions 
-  Direct observation of skills on site 
-  Project work 

 
All assessments include clear information on the requirements for completing 
each activity whether they be questions (written or oral) or direct observation of 
your skills on site. Changes to assessment can be made at any time providing 
the assessor has sufficient opportunity to make amendments prior to conducting 
the activity. 
 
Upon completion of the assessment activity you will be provided with feedback 
on the result of the assessment of whether you have achieved as competency or 
not. In accordance with the principles of competency based training and 
assessment, if you have been determined not yet competent, you will be given 
two further opportunities to be reassessed. Where you have been unable to 
achieve competency after three assessments your trainer /assessor will 
negotiate with yourself and your employer to attend/complete further training. 
(Your trainer/assessor will explain this to you in more detail). 
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 FAILURE TO PROGRESS PROCESS 

 
The following policy is to be used for apprentices who are failing to progress in 
spite of constant reminders and reasonable access to time for training and all 
necessary technology 

o All apprentices are contacted at a minimum of 2 monthly intervals. 
o An apprentice who is overdue is reminded verbally and noted in the 

contact log (between 1 week and 2 months overdue) 
o Employer is contacted and informed and made aware of situation and 

reminded of need for release from work to complete training 
o On the next call the apprentice is told verbally and in email copied to 

employer that they are now 2to 4 month overdue 
�  A date for assessment of the overdue competencies has been set 

for 1 month’s time – entry made in contact diary 
�  If the outstanding OSE or training is not completed by the set date 

1. The department will be notified of non progression 
2. Not Competent result will be issued  
3. To be reassessed the apprentice must re enrol in the 

competency 
4. Apprentice to pay the new enrolment fee 

�
CANCELLATION PROCESS 

 
Apprentice & Employer   
Blue Dog need confirmation from both the apprentice and employer. 
 

·  Apprenticeship remains active until they have sent the cancellation form to 
DET 

·  The employer needs to send Blue Dog written notification of the 
cancellation and the last day of apprenticeship. 

·  To assist Blue Dog can email the cancellation form. The employer can 
reply to the email stating the last day of the apprenticeship (written 
notification). 

·  Check any units that the apprentice can be signed off in. If there is, this 
must be finalised before the cancellation date. After the date of 
cancellation, the training contract is not active & results cannot be issued.  

·  Email the employer & CC the apprentice the “Cancellation Form” & use 
“Apprentice & Employer Cancellation Email”. Copy email to contact log. 
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COMPLAINTS AND APPEALS PROCEDURES 

 
Blue Dog Training ensures that all students are treated fairly and in 

accordance with the principles of access and equity and invites all clients to 
clearly state any complaints that they may have. Blue Dog Training will assess all 
complaints and appeals individually and makes decisions on the merit of issues 
raised. 
 
 

Complaints 

Should you have a complaint about the services provided Blue Dog 
Training, these should be discussed with your Trainer/Assessor in the first 
instance in an attempt to resolve the issue prior to escalation to the 
Directors of Blue Dog Training. Where you feel that you cannot discuss 
the issue with your trainer, the trainer will provide you with a Complaints 
and Appeals form to complete and forward to the administration of Blue 
Dog Training. 
 
The office administrator will forward the form to The Directors for 
arbitration. Details of any decisions made will be detailed on this form and 
a copy provided to you within 5 working days. 
 
If you remain dissatisfied with the decision, you must then follow the other 
appeals procedure. 

 
Appeals 

If you are dissatisfied with the result of an assessment you must first 
approach your assessor to discuss the reasons why you believe that you 
have been unfairly assessed. 
 
Where you are dissatisfied with the discussions with the assessor you will 
be requested to put in a formal appeal against your assessment using 
Complaints and Appeals form. This form is to be submitted to the 
administration of Blue Dog Training within 14 days of the result of the 
assessment being provided. 
 
The administration of Blue Dog Training will attach one copy of the appeal 
to your file and a further copy forwarded to the Directors of Blue Dog 
Training to arrange a hearing date. A letter inviting you to attend a hearing 
will be sent within 5 working days. 
 
The Directors of Blue Dog Training will convene a panel of independent 
assessors to attend the hearing to ensure that an unbiased decision is 
made. 
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At the hearing, you will be given the opportunity to present your case to 
demonstrate competence. 
Within 5 days of the hearing, the Directors of Blue Dog Training will notify 
you of the outcome of the hearing in writing with detailed information on 
the reasons why the decision has been made. Where you have been 
given a further opportunity for assessment, you will be required show this 
decision to your assessor when ready to be re-assessed. 
 
If you remain dissatisfied, you will be referred to external bodies for 
consultation. 
 
Other Appeals 

Where you are dissatisfied with a decision made by Blue Dog Training in 
relation to its service, you must put the issues in writing to the Directors. 
Upon receipt of the appeal by the Directors, you will be invited to attend a 
formal hearing where you will be given the opportunity to present your 
case and provide supporting evidence. This hearing will be attended by 
the Directors and recorded by administrative staff of BDT. 
 
The administrative officer will record the minutes and make certain that a 
copy is forwarded to the Directors and saved for future reference. 
 
The administrative officer will ensure that formal notification of the 
outcome of the appeal is communicated to you within 7 working days of 
the hearing. The communications will clearly state the reasons for the 
decision and provide guidance on any future options. 
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STUDENT FEES AND REFUNDS 

 
It is the policy of Blue Dog Training to ensure that all fees paid are 

correctly receipted and recorded in accordance with its financial The Directors 
procedures. 
 
Apprenticeships 

Students completing apprenticeships under funded arrangements are required to 
pay tuition fees (including units that are assessed through a RPL process) which 
are charged at the rate of 1.30 cents per nominal hour for each unit of 
competency. These fees are to be paid in advance upon enrolment and will be 
maintained in a holding account until a result is issued for each unit of 
competency. 
 
Where a student withdraws from a unit of competency after commencement, 
Blue Dog Training will refund a proportionate amount of tuition fee for that unit. 
 
Where a student does not commence a unit of competency, Blue Dog Training 
will refund the entire tuition fee for that unit. 
 
Some students may be able to claim a 75% exemption from paying tuition fees 
where they provide sufficient evidence of falling into one of the following 
categories: 
 

-  A student who is or will be under 17 at the end of February in the year in 
which the training is provided and they have not yet completed year 12. 

-  A student that holds a health care card or pensioner concession card or is 
the partner or a dependent of a person who holds a health care card or 
pensioner concession card. 

-  A student provides an official notification that the student, his or her 
partner or the person of whom the student is a dependent is entitled to 
concessions under a health care card or pensioner concession card. 

-  A student who has identified as an Aboriginal or Torres Strait Islander 
person 

 
A student who is a school based apprentice is exempt from paying fees. 
 
All students completing learning and assessment through BDOL will be required 
to pay fees (tuition fees) in advance by cash, cheque or credit card direct to the 
RTO. Learning and assessment materials for units of competency will be not 
accessible until the required tuition fees are paid. 
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Where payment of the tuition fees may cause the student extreme hardship, they 
may apply for an exemption from these fees. Blue Dog Training will seek advice 
from DETA under these circumstances prior to exemptions being granted. 
 
Skills Assessment and Gap Training 

All fees are payable in advance and no learning and assessment materials will 
be accessible until fees are paid. Fees may be paid by cash, money order, 
cheque or credit card. No refunds or concessions are applicable. 
 
On Line Short Courses 

All fees are payable upon completion and may be made by cash, money order, 
cheque or credit card. Students completing on line courses submit enrolment 
form and assessment certificates with payment. No refunds or concessions are 
applicable. 
 
All Other Courses 

All fees are payable in advance and no learning and assessment materials will 
be provided until fees are paid. Fees may be paid by cash, money order, cheque 
or credit card. No refunds or concessions are applicable. 
 
Tax invoices for all fee paid will be issued within  7 days. 
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ACCESS AND EQUITY POLICY 

 
The Directors of Blue Dog Training will ensure that: 

 
-  Blue Dog Training is fully committed to access and equity across the 

services that it offers and within the constraints of work location and 
available resources. 

-  Our access and equity policy will be continuously implemented and 
reviewed for areas of improvement. 

-  Trainers, assessors and course coordinators ensure that delivery and 
assessment activities, selection of students and course planning meets 
access and equity requirements as outlined in this policy. 

-  All staff of Blue Dog Training are trained in the principles of access and 
equity at all times. 

-  Clients of blue dog training are not discriminated against because of 
gender, pregnancy, race, colour, nationally, ethnic or ethno-religious 
background, marital status, sexual orientation (male or female, actual or 
presumed), age (in relation to compulsory retirement) 

-  Social justice outcomes are be achieved through utilisation of learning and 
assessment materials that are sensitive to the learning needs of 
individuals and cultural and linguistic needs  

-  Access and equity principles are applied in selection for entry to courses, 
program planning and delivery and assessment arrangements 

-  Blue Dog Training will strive to meet the needs of individuals, and the 
community as a whole through the implementation of access and equity 
guidelines. 

-  Blue dog Training staff and contractors will ensure that equity principles 
for all people are implemented through the fair allocation of resources and 
the right to equality of opportunity without discrimination. 

-  We will increase opportunities for people to participate in the vocational 
education and training system, and in associated decisions, which affect 
their lives by working very closely with relevant government organisations, 
employers and trainees. 

-  We will implement customer oriented programs and target the specific 
needs of market segments in enhancing the economic development of the 
organisation. 

-  To ensure that all staff take full responsibility for access and equity, 
Innovative Concrete Technology has determined that access and equity 
principles are incorporated into all policies and procedures of the 
organisation and that staff act in accordance with Blue Dog Training’s 
Code of Practice. 
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COMPLIANCE WITH LEGISLATION 

 
There is a variety of important State and Federal legislation that affects 

you as a student in the vocational education and training system. You should 
make yourself aware of this legislation and familiarise yourself with your rights 
and responsibilities under it. The legislation applies to you both at work in your 
workplace and in all aspects of your training; some important legislation is 
outlined below. 
 
All Queensland legislation is available on line at www.legislation.qld.gov.au 
 
All Commonwealth legislation is available on line at 
www.scaleplus.law.gov.au/popacts.htm 
 
Vocational Education Training and Employment Act 20 00 

The objective of this act is to establish a system for the effective and efficient 
provision of high quality vocational education and training to meet the immediate 
and future needs of industry and the community 
 
Anti-Discrimination Act 1991 

The purposes of this Act is to promote equality of opportunity for everyone by 
protecting them from unfair discrimination in certain areas of activity, including 
work, education and accommodation 
 
Racial Discrimination Act 1975 

An Act relating to the Elimination of Racial and other Discrimination 
 
Sex Discrimination Act 1984 

An Act relating to discrimination on the ground of sex, marital status, pregnancy, 
potential pregnancy or family responsibilities or involving sexual harassment 
 
Disability Discrimination Act 1992 

An Act relating to discrimination on the ground of disability 
 
Workplace Health and Safety Act 1995 

An Act about workplace health and safety, and for related purposes 
 
Workers' Compensation and Rehabilitation Act 2003 

An Act to establish a workers compensation scheme for Queensland, and for 
other purposes 
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Copyright Act 1968 

An Act relating to copyright and the protection of certain performances, and for 
other purposes 
 
The Commission for Children and Young People’s Act 2000 

This act looks at obligations to protect and care for children and young people 
and the requirements by the service system for filling these obligations. 
 
Privacy Act 1988 

The Privacy Act regulates how personal information is collected, stored, used 
and disclosed. 
 
Building Services Authority 

The authority that regulates the licensing of trade contractors, 
 
Information on the above mentioned Acts and other Acts can be sourced through 
www.legislation.qld.gov.au  or www.austlii.edu.au  
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RECOGNITION OF PRIOR LEARNING (RPL) 
National Recognition – Direct Credit / Credit Trans fer 

 
What is Recognition of Prior Learning (RPL)? 

Recognition of Prior Learning means that you may be able to receive recognition 
for specific competencies that you have acquired, knowledge and skills through 
other studies, training, and experience at work or from every day life 
experiences. An application for RPL is available from Blue Dog Training. 
 
What is Direct Credit? 

Blue Dog Training recognises the qualifications and statements of attainment 
issued by all other RTO’s for nationally recognised training delivered in Australia. 
Where it is identified upon enrolment that you have completed identical units of 
competency, you will be granted credit automatically. You must provide a 
certified copy of the statement of attainment or qualification (with list of units 
achieved) and complete National Recognition/Credit Transfer Application in order 
to qualify for this credit. Where you cannot produce a certified copy of the 
documentation required, credit will NOT be granted. 
 
What is Credit Transfer 

Credit transfer allows a student to receive credit for training already completed in 
units of competency, modules or other non-accredited training, where the student 
is able to demonstrate that the content of the those units/modules are the same 
as the units in which they are enrolled. In order to receive credit transfer the 
origin unit/module is analysed against the destination module/unit to determine 
the extent to which the content of the two is the same. In cases where it is 
identified that the content and outcomes are the same between the origin and 
destination units, credit transfer will be granted and there will no need to 
complete that unit as part of the training. 
 
How can RPL/National Recognition/Credit Transfer be nefit me? 

You may be able to shorten your course, or substitute the learning of new or 
more advanced skills for those skills you have already mastered. It also means 
that you do not have to waste time by repeating the learning of skills that you 
already have. 
 
What kind of information can be used for National R ecognition/Credit 

Transfer? 

You can supply copies of Certificates and results or Statements of Attainment for 
courses and subjects that you have undertaken and/or completed. 
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What kind of information can be used for RPL? 

This can be done in several ways: 
 

-  You can supply copies of Certificates and results or Statements of 
Attainment for courses and subjects that you have undertaken and/or 
completed. 

-  You can submit a portfolio that you have compiled, reports you have 
written, samples of your previous work or references/testimonials 
detailing your previous skills or experience. 

-  Even if you are unable to supply any of this information, you may 
undertake testing to assess your skills. 

 
 
What steps are involved in RPL? 

Applications and the applicable fees (refer to the fees and charges schedule) 
should be submitted to the Blue Dog Training administration as soon as is 
practicable to avoid the you repeating units of competency. RPL rates are 
charged at 100% of the normal unit fee. 
 
Blue Dog Training incorporates various techniques to assist in the assessment of 
the application including formal discussions and interviews and challenge tests 
where applicable. 
 
Within 7 days of receiving an application for RPL, Blue Dog Training will contact 
you to make suitable arrangements for a formal interview. This meeting will 
enable you to provide further information in support of your application and allow 
The Directors to negotiate further avenues for assessment where necessary. It is 
envisaged that at the conclusion of this meeting, you will be fully informed of 
whether or not further assessment is required. 
 
You will be advised of the outcome of the RPL application at the completion of 
the assessment process and provided with the formal opportunity to appeal 
against the result. 
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FEEDBACK FROM YOU TO BLUE DOG TRAINING 

 
At Blue Dog Training we value your feedback, please take the time to 

complete a Student Feedback Survey at the completion of your training or any 
other time you feel it is required. This information will be analysed on a regular 
basis to ensure that Blue Dog Training remains compliant with the various 
regulations that govern the provision of vocational education and training. 
 
 
 
 

ACCESS TO YOUR RECORDS 

 
If you are completing training through BDOL, you will have access to your 

own records whenever necessary. 
 
If you wish to access any hard copy records you must first contact the office 
administrator to obtain instructions for accessing records. You may be required to 
attend the offices of Blue Dog Training and provide suitable identification 
(preferably a driver’s licence or passport) prior to access being granted. You will 
then be able to view all records privately. No other parties will have access to 
your records without your prior written permission. 
 
Should you permit a third party access to your records, this will need to be clearly 
communicated to the office administrator. Third parties having authority to access 
student records must provide suitable identification (preferably a driver’s licence 
or passport) to the office administrator before access will be granted. 
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ISSUANCE OF QUALIFICATIONS AND STATEMENTS OF 
ATTAINMENT 
 
 
In accordance with the Vocational Education Training and Employment Act 2000, 
Blue Dog Training will ensure that all qualifications and statements of attainment 
are awarded within 21 days of successful completion of: 
 

-  Selected units of competency from accredited courses or qualifications 
-  Qualifications 
-  Exit points from qualifications 

 
Qualifications and/or statements of attainment will not be issued where any 
assessment information has not been received or where fees have not been paid 
(the exception to this is apprenticeships). 
 
 
 
 

SUPPORT REFERENCE GUIDE 

 
Language Literacy and Numeracy 

Should you be identified with language, literacy or numeracy support 
requirements and it is considered that you are unlikely to achieve the 
competency standards, and customized delivery or assessment strategies will 
not address the issue, students are to be referred to a Registered Training 
Organisation (public or private) to address the issue. Assistance for the student, 
and liaison with the Registered Training Organisation will be provided, where 
applicable, to identify the specific support requirements. 
 
Learning Support 

Should a student or potential student be identified with learning support 
requirements which are considered to be sufficient that the student is unlikely to 
achieve the competency standards, and customised delivery or assessment 
strategies will not address the issue, students are to be referred to a Registered 
Training Organisation (public or private) to address the issue. Assistance to the 
student, and liaison with the Registered Training Organisation will be provided, 
where applicable, to identify the specific support requirements. 
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Interpreter services may be needed by students and will be provided by Blue Dog 
Training where necessary. In the event that you need to access an interpreter to 
assist with your learning or assessment you will need to contact your 
trainer/assessor for assistance. Where an interpreter is accessed and where the 
costs are not covered by government funding, the costs of this will be met by 
yourself. 
 
Disability Support 

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

Where social or personal circumstances may affect a student’s learning 
experience, Blue Dog Training will support the student where possible, including 
referral to the following organisations: 
 
 

Centrelink 131 021 

Mission Australia Helpline 1300 886 999 

Salvation Army Care Line 3831 9016 

Life Line 131 114 

Men’s Line Australia 1300 789 978 

Kids Helpline 1800 55 1800 

Alcoholics Anonymous 3255 9162 

Alcohol and Drug Information Service 3236 2414 

Pregnancy Helpline 1300 139 313 

Drug-Arm 1300 656 800 

Interpreting Service 131 450 

Statewide Sexual Assault Helpline 1800 010 120 

Youth Emergency Service (Accommodation) 3357 7655 
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Thank-You for choosing  

Blue Dog Training  
 

 
We hope you enjoy your learning experience with us. 
 
Please contact us should you require further information on anything 
contained in this handbook. 
 
Ph: (07)3166 3900 
Fax: (07)3166 3951 
Email: admin@bluedogtraining.com.au 
PO Box 1978 Toowong DC 4066 
 
www.bluedogtraining.com.au 
 


