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FOREWORD
The general information contained within this handbook has been summarised from Leading
Age Services Australia Queensland Education Institute’s Policies and Procedures.
Leading Age Services Australia Queensland Education Institute will be known as LASA QEI.
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WELCOME MESSAGE

Welcome to Leading Age Services Australia (LASA)
and the Leading Age Services Australia Queensland
Education Institute (LASA QEI).
Leading Age Services Australia (LASA) is the national
peak body representing all providers of age services
across residential care, home care and retirement
living. We represent our Members by advocating
their views on issues of importance and we support
our Members by providing information, services
and events that improve their performance and
sustainability. Our vision is to create a high performing,
respected, sustainable aged services industry
delivering affordable, accessible, quality care and
services for older Australians.
Subsequently and as LASA’s Registered Training
Organisation (RTO), we have a responsibility to
provide you with high quality training and learning
experiences as well as access to very experienced
and qualified trainers and assessors across our age
care, leisure and health, community services, business
and leadership and management qualifications and
skill sets. We support our LASA Members and other
age service providers in developing a skilled and
vibrant aged care workforce.

Our staff
have a wealth
of knowledge
and experience
to share with
students.

We have designed this student handbook so that
you receive the information you need when you are
making decisions about your training needs in the
aged care sector.
We encourage you to enjoy your learning experience
with us and look forward to helping you achieve
your personal and career goals through our training
programs.
Kerri Lanchester
State Manager Queensland
Leading Age Services Australia Ltd

Lynda Robertson
Education and Training Coordinator Queensland
Leading Age Services Australia Ltd

LASA Q Education Institute Student Handbook
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STUDENT CONTACT DETAILS
Your Course ID: ........................................................................................................................................
Your trainer: ..............................................................................................................................................
Your trainer’s email: ...................................................................................................................................
Your trainer’s contact number.: .................................................................................................................

LASA QEI CONTACT DETAILS

P

+61 7 3725 5566

F

+61 7 3725 5544

E

education@qld.lasa.asn.au

A

6 Pavilions Close Jindalee, QLD 4074

W www.qld.lasa.asn.au/education
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ABOUT LASA Q
EDUCATION INSTITUTE
Our future

•

all educational programs include skills to
promote lifelong learning, and

•

our educational programs will be developed
within a theoretical framework of adult
learning.

Our goals

To lead workforce development through
collaboration, quality education and training.

•

To identify the educational needs of member
organisations.

Our purpose

•

To provide Member organisations and
industry customers with appropriate
educational resources and services.

•

To lobby Government and other bodies on
educational issues to improve educational
service provision for Members.

•

To monitor and evaluate the availability and
appropriateness of resources in relation to
the extent and types of programs offered.

To provide excellence in education and training
by delivering innovative, responsive and flexible
programs.

Our values
Integrity – being open and transparent.
Diligence – having dedication and persistence.
Ethical – being truthful, honest, fair, just and
having respect for others.

Accountability – accepting responsibility for
our actions and outcomes.

Leadership – showing the way, being inclusive
and generating ideas.

Our philosophy

Our code of conduct
This code of conduct applies to all employees
of LASA QEI. It provides a framework of
principles for conducting business and dealing
with students, customers, colleagues and other
stakeholders and includes, staff will:
•

act with integrity and professionalism

•

exercise fairness, equity, proper courtesy,
consideration and sensitivity in dealing
with customers, employees and other
stakeholders

•

perform their duties with due diligence

•

behave honestly and with integrity in the
course of their employment

The educational personnel of the LASA QEI
consider that:
•

all individuals have the right to be treated
with dignity and respect

•

previous education, experience and skills will
be recognised

•

•

education programs are provided within a
flexible framework to encourage participants
to achieve learning outcomes and improve
training accessibility

treat with respect and courtesy all those with
whom they have contact in the course of
their duties, and

•

display professional attitude and behaviour.

LASA Q Education Institute Student Handbook
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•

illegally copy software licensed to LASA QEI

STUDENT’S RIGHTS
AND RESPONSIBILITIES

•

install software onto LASA QEI computers

•

use offensive language

•

damage LASA QEI property

Students of LASA QEI must:

•

harass fellow students, staff or the general
public, either face to face, over the phone or
through any social media

•

use any social media such as Facebook or
Twitter, mobile phones, pagers or similar
devices for personal reasons in class or
exams

•

use cameras or recording devices, including
mobile phones, without the consent of the
person being photographed or recorded,
and

•

use mobile phones in classes and during
webinars when they must be turned off or
turned to silent.

•

adhere to the training plan at all times

•

submit assessment tasks by the due date or
ask for an extension of time

•

be punctual and regular in attendance

•

treat all staff, students and the general
public with respect, fairness and courtesy

•

update their personal details if required,
in particular a student’s email and postal
address

•

contribute equally to any group assessments
which receive a group mark

•

if studying on campus (at LASA QEI) wear
enclosed, flat non-slip sole footwear as the
wearing of thongs or walking barefoot is not
permitted on campus for safety reasons

•

use protective equipment where required
and follow all Workplace Health and Safety
(WHS) instructions, and

•

report any work, health or safety incidents
to their teacher/trainer/assessor or a
LASA QEI staff member immediately.

Students have the right to:
•

be treated fairly and with respect by
teachers, other staff and students

•

learn in an environment free of discrimination
and harassment

•

pursue educational goals in a supportive
and stimulating learning environment

•

have their records and personal information
stored and maintained in a confidential,
secure and professional manner, and

•

receive information about assessment
procedures and progress in the course in
a timely and professional manner.

Students of LASA QEI must not:
•

plagiarise, collude or cheat in any
assessment event or examination

•

engage in behaviour which may offend,
embarrass, threaten or harm other students,
staff or the general public – including SMS
messaging or any form of cyber bullying

6
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TEACHERS/TRAINERS/
ASSESSORS RIGHTS
AND RESPONSIBILITIES
Teachers/Trainers/Assessors of LASA QEI must:
•

treat all students, colleagues and the general
public with respect, fairness and courtesy,
and

•

comply with the LASA QEI Code of Conduct
at all times.

Teachers / Trainers / Assessors have the right to:
•

be treated fairly and with respect by
students, other staff and the public, and

•

teach/train/assess in an environment free of
discrimination and harassment.
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LEGISLATION
The primary legislation under which LASA QEI
operates as a registered training organisation
(RTO) is the National Vocational Education and
Training Regulator Act 2015. The Australian
Skills Quality Authority (ASQA) is the national
regulator and the Australian Industry Skills
Council (AISC) determines policy and guidelines/
directions for Registered Training Organisatons
such as LASA QEI.
The Institute abides by national standards and
the VET Quality Framework which is aimed at
achieving greater national consistency in the way
providers are registered and monitored and in
how standards in the vocational education and
training (VET) sector are enforced. As an RTO,
LASA QEI is required to remain compliant with
these standards which ensure quality training
and assessment as well as appropriate client
services to its students.
LASA QEI is responsible for training and
assessment and the issuance of qualifications
and or Statements of Attainment.
Other legislation, Commonwealth and State,
applies to the conduct of LASA QEI as a
Registered Training Organisation and to the
scope of that registration. UQ College will inform
you of the key changes to the relevant legislation
insofar as it affects your participation in training.
Continued over page >
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The primary legislation (State and
Commonwealth) under which LASA QEI as an
RTO operates its business is:
•

Work Health and Safety Act 2011 – current
2015

•

Anti-Discrimination Act 1991 – current 2015

•

Information Privacy Act – current 2015

•

High Education (General Provisions) Act
2008

•

Equal Employment Opportunity including
Amendments up to Equal Opportunity for
Women in the Workplace Amendment Act
2012 (Commonwealth Authorities) Act 1987
– amended 2012

•

Racial Discrimination Act (1975) – current
2015

•

Sex Discrimination Act (1984) – current
2015

•

Disability Discrimination and Other Human
Rights Legislative Amendment Act (2009) –
current 2015

Students will be given the relevant information
about legislation initially through induction
through the references in this Student Handbook
and will be updated if necessary through
information sessions.

8
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DISCIPLINE
A student commits a breach of discipline
when the student engages in conduct that
impairs the reasonable freedom of any person
(whether or not a student) to pursue his or her
studies, research or work in LASA QEI or on the
premises of LASA QEI or to participate in the
activities of, or associated with, LASA QEI, or is
prejudicial to the management of LASA QEI or
any part of it.
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LEARNING PATHWAYS
There are various learning pathways available
to help you achieve your goals. The skills and
knowledge you gain during your career and
education are recognised and can be credited
towards future studies and qualifications if you are
ready to move from Certificate to Diploma level.

… training
conducted
by LASA QEI
concentrates
on real world
practical skills.
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FLEXIBLE LEARNING AND
ONLINE STUDY OPTIONS
If you cannot get to a face-to-face offering for
your preferred course or you would like the
freedom to study when and where it suits you,
LASA QEI offers a range of flexible study options
for selected courses or units. These courses
provide learning and assessment in a variety of
modes which may include:
•

On-campus

•

On-the-job

•

Off-campus

•

Distance learning

•

Online learning

•

A combination of any of the above.

Flexible courses and units are offered across a
wide range of vocational and industry areas.
Some of our programs include regular tuition
either face-to-face, via the internet in virtual
classrooms or workplace coaching from our
trainers. Self-paced learning allows students to
work through learning resources at their own
pace with the support of LASA QEI trainers.
Many of our programs are part time, giving you
flexible learning options, which allow you to
balance the demands of study with the demands
of work, family or lifestyle commitments.

LASA Q Education Institute Student Handbook
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VOCATIONAL PLACEMENT

STUDENT ASSISTANCE

If a student is not currently, or has never been,
employed within an aged care setting, it will
be necessary for the student to undertake
vocational placement. Vocational placement is
where the student is placed in a workplace to
receive practical training and experience that
is required under, and is an assessable part of,
a student’s course, leading to the issuing of a
qualification or statement of attainment.

In order to successfully undertake courses
with LASA QEI, students must demonstrate
an appropriate level of numeracy and literacy.
Students requiring assistance should make
an appointment with the LASA QEI Study
Assistance Coordinator.

Students are required to find placement with
the assistance of LASA QEI. However, where a
student is struggling LASA QEI will assist and
complete all necessary paperwork.
The length of vocational placement will
be dependent on the training package
requirements.
Students should note that the training
conducted by LASA QEI is within the Vocational
Education and Training Sector and therefore
concentrates on real world practical skills.
It will be necessary for the student to have a police
check done before starting your placement.
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If students feel that they are not reaching
successful outcomes in their vocational
education and training they can refer themselves
for Study Assistance. Assistance can be
provided for the following areas:
•

Determining existing literacy and numeracy
skills and knowledge

•

Understanding and commencing
workbooks, online content and assessment
tasks

•

Short answer, essay and report writing

•

Using the computer

•

Developing maths skills

•

Time management/planning

•

Note taking

•

General study skills

•

English language use

•

And more! Just ask us.

LASA Q Education Institute Student Handbook 2015

Access and Equity

Multicultural Services

Our access and equity policy represents a
commitment to maximise access, participation
and outcomes for all people involved in our
training programs. We have a number of training
strategies and co-provider services that meet
diverse learner needs and support different
learning styles. We would encourage you to
contact the team to explore the varying study
skills support options available.

Talk to any of the staff from LASA QEI if you are
from a non-English speaking background and
you require:

Disability
We make sure that people with disabilities have
access, support and equal opportunities while
studying at LASA QEI. The following strategies
may be used to assist students to successfully
complete their vocational studies:
•

Modified learning materials
eg. enlargement of notes

•

In-class support eg. notetaker,

•

Assessment adjustments
eg. reader/writer oral tests

•

Individualised learning program

•

Diabled bathroom facilities and
access parking is available for disabled
students at the Jindalee campus.

•

Direct support with language difficulties

•

Learner support in course work

•

Advice on recognition of qualifications

•

Guidance on the use of interpreters and
bilingual services

•

Advice on the use of bilingual dictionaries in
exams and extra exam time as needed.

Looking for Work?
Would you like to earn an income through part
time or casual employment or undertake an
apprenticeship or traineeship?
Are you about to graduate and want to find the
perfect employment position?
Then we can help you!
We are in contact with industry employers and
can assist you in gaining employment through
the LASA Q Job Hub.

We make sure that people with
disabilities have access, support
and equal opportunities while
studying at LASA QEI.
LASA Q Education Institute Student Handbook 2015
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LASA QEI participates in the Queensland
Training Awards. These awards are the State’s
highest recognition of people and organisations
who strive for success, best practice and
innovation in training.

Sustainability is all about improving the quality of
life. By making informed choices we can reduce
our impact on the environment.

QLD TRAINING AWARDS

Award categories recognise outstanding
achievement by:
•

Completing apprentices and trainees

•

School-based apprentices and trainees

•

Graduates of certificate, diploma and
advanced diploma courses

•

Small and large employers who use training
in their workplace

•

Registered training organisations (training
providers), teachers and trainers.

12
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SUSTAINABILITY

What is LASA QEI doing about Sustainability?
•

Educating staff, students and the
community in positive change towards
sustainability

•

Replacing old fluorescent tubes with energy
efficient LEDs

•

Introducing waste reduction and recycling
measures to divert waste from landfill.

012

COMPUTER
REQUIREMENTS
Students will be required to have access to
a computer, the internet, word processing
software and an email address to send and
receive information about the course.

012

PLAGIARISM
The Oxford Dictionary of English defines
plagiarism as “the practice of taking someone
else’s work or ideas and passing them off as
one’s own”. More details are found under
misconduct on page 16. Unintentional plagiarism
arises due to student confusion over how and
where to reference, poor information literacy
skills and confusion over the difference between
copyright and common knowledge information.
Intentional plagiarism involves the deliberate act
of presenting someone else’s work/ideas as if it
were your own.
It is the responsibility of students to:
•

Be aware of their responsibilities in regard
to plagiarism

•

Reference all assignments for submission
appropriately

•

Seek advice and support from LASA QEI
staff.

LASA QEI has a
commitment to providing
a quality service and
a focus on continuous
improvement.

LASA Q Education Institute Student Handbook
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PRIVACY
We have an obligation to our students to keep
personal information secure and only use
information obtained for the purposes for which
it was collected. This does not apply in the
circumstance of legal directives or legislative
requirements.
Personal information collected by Leading Age
Services Australia Queensland (LASA Q) is
protected by the Privacy (Enhancing Privacy
Protection) Act 2013 (Cth) (Privacy Act).

015

QUALITY
MANAGEMENT FOCUS
The LASA QEI has a commitment to providing
a quality service and a focus on continuous
improvement. As such, we seek feedback from
students, staff, employers and industry. All training
delivery will provide opportunities for student
evaluation. Any additional suggestions can be
communicated to our office by phone or email.

Student Feedback

LASA Q adheres to the Australian Privacy
Principles (APPs) contained in the Privacy Act
in handling personal information collected
from its members, clients and the public and
LASA Q people (including members, volunteers,
employees, contractors, delegates and
prospective employees).

Your feedback is valuable to us!

LASA Q has developed a Privacy Policy to
protect your privacy which contains more
information about LASAQ’s responsibilities, your
rights, the information that may be collected and
stored by LASA Q, and how it would be used.

•

Let your trainer know

•

Email us at education@qld.lasa.asn.au

•

Ring us on (07) 3725 5566.

If you have a:
•

Compliment

•

Complaint

you can:

At various times throughout, and at the
completion of your qualification, we will seek
your comments and feedback in relation to the
competency, content/delivery method and your
trainers. This feedback can be anonymous and
helps us to identify processes for continuous
improvement of these programs.
If you have an issue with a specific aspect of
your course, feedback is encouraged and in the
first instance should be directed towards your
trainer. If you are not satisfied with the response,
please contact the Institute on (07) 3725 5566
or email education@qld.lasa.asn.au
Please use our ‘Compliment, Complaint, Comment
Form’, located on our website, for your feedback.

14
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PRE-TRAINING ACTIVITY
To ensure that we support our students
appropriately, you may undertake a pre-training
activity. This written activity is used to identify
assistance that you may require in order for you
to achieve your goals.

017

ENROLMENT FEES
& PAYMENT PLANS
The financial fact sheet is attached as
Appendix 1. Note: If you have not paid the fee or
arranged a payment plan you cannot commence
training. (Payment plans do not apply to
Queensland Govertment Subsidised Training
Programs).
If you do not make payment or arrange a
payment plan, LASA QEI may impose penalties
including:
•

Your immediate exclusion from class

•

Cease training

•

Withholding your SOA and certificate.

Resource fees will always remain the
responsibility of the student. If you are enrolled
in a fully funded course and withdraw without
completing the course, you are liable for the
resource costs.

Cooling Off Period
A cooling-off period applies to all enrolments.
You may withdraw from your course within
seven (7) working days of enrolment with no
penalty. After seven (7) working days you are
subject to the conditions prescribed in the
Financial Fact Sheet.

LASA Q Education Institute Student Handbook
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AWARDS AND
STATEMENTS OF
ATTAINMENT
At the completion of a unit of competency, within
twenty-one (21) working days, a student will be
issued with:
•

A Statement of Attaintment.

At the completion of a skill set, within twentyone (21) working days, a student will be issued
with:
•

A A Statement of Attaintment.

At the completion of a full qualification, within
twenty-one (21) working days, a student will be
issued with:
•

Award

•

A Statement of Attaintment.

019

WORKPLACE
HEALTH AND SAFETY
Students, when on LASA QEI property, are
required to observe any lawful directions given
by LASA QEI staff in order to ensure the safety
of individuals in line with the Work Health and
Safety Act. LASA QEI has a duty of care to
ensure the health and safety of all employees,
students and visitors. When you enrol you
will be told about any protective clothing and
equipment you need for your course.
You are required by law to take reasonable
care for the health and safety of others in the
workplace.
You should report any safety issues or concerns
to your trainer as soon as possible.

The following charges apply to reprints of
Qualifications and Record of Results:

In accordance with Queensland’s Tobacco and
Other Smoking Products Act 1998 the following
must be complied with whilst attending any
LASA QEI training venue:

•

•

No-Smoking anywhere inside workplaces

•

No-Smoking within four (4) metres of
non-residential building entrances.

•

Qualification (includes Award and Statement
Of Attainment) reprint charge of $50
Record of results – reprint charge of $30.

Skill Sets are units of
competency from a nationally
endorsed training package
which meet an industry need.
16
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MISCONDUCT

•

Acting in a way that causes damage to
Education Institute property

•

Where State or Commonwealth laws appear
to have been breached, the matter will be
referred to the police or other appropriate
authority.

Student misconduct includes both academic
misconduct and behavioural misconduct.

Academic Misconduct
Academic misconduct includes but is not
limited to cheating – including supporting others
in cheating, plagiarism, collusion – including
working in groups where not approved by the
teacher, electronic plagiarism and falsifying
information.

If a teacher or examination supervisor believes
you are involved in academic misconduct
during assessment:
•

You will be instantly informed of such
but if in the process of an examination/
assessment item you will be allowed to finish

•

The teacher or examination supervisor will
prepare a written report on the alleged
academic misconduct and attach the report
to your examination/assessment item

•

The matter will be referred to the Institute
Manager (or delegated officer) for
appropriate action

•

A member of the teaching staff or any
senior staff member may, in respect to
any misconduct by you committed in a
class, library, facility or premises under
their management or control, immediately
suspend you from attendance from such
class or from use of such, library, facility or
premises for a period not exceeding
24 hours in the first instance

•

If a suspension action is taken, that staff
member shall advise the delegated Institute
officer immediately and provide them with
a written statement, which details the
circumstances of the suspension

•

Serious misconduct or repeated instances
of misconduct, may incur a longer period of
suspension

Behavioural Misconduct
Behavioural misconduct is broadly defined as
actions that breach Student Rules or Institute
policies.
This includes, but is not limited to:
•

Breaches of Commonwealth or State law
which impinge on LASA QEI operations

•

Behaviour that impairs the reasonable
freedom of other persons to pursue their
studies and participate in the activities of the
Education Institute

•

Refusing or failing to identify yourself
truthfully

•

Any act or failure to act that endangers the
safety or health of any other person

•

Actions that impair any person’s
participation in a legitimate Education
Institute activity or, by act or omission
disrupts the peace or good order of the
Education Institute, vocational placement
site or any organisation associated with the
business

•

Acting in a way that causes students or
staff or other persons within the Education
Institute to fear for their personal safety

Continued over page >
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•

•

If you are an apprentice or trainee, any
disciplinary action or recommendations will
be made with due regard to the provisions
of the relevant legislation.

021

If you are under 18, your parent/guardian
may be notified, unless you are an
independent person with a Centrelink
account, or estranged from your parent/
guardian.

Enrolment documentation

Attendance of Parent/Guardian
Attendance of parent/guardian at interviews
of students under 18 years of age will occur in
the event of serious or repeated misconduct
which may lead to suspension or exclusion,
your parent/guardian will be notified and invited
to attend any subsequent interviews in the
disciplinary and appeal process.

HOW TO ENROL
1. Read this information booklet thoroughly.
2. Check if you or your service qualifies for any
available funded training programs, please
call LASA QEI on (07) 3725 5555 or email
education@qld.lasa.asn.au
3. Gather:
•

A copy of your Resume (updated with
the latest employment details)

•

A Statement of Service from your
current employer

•

Any student may invite their parents or guardian
to interviews during a disciplinary and appeal
process.

A current Position Description from your
current employer

•

The disciplinary and appeal process will continue
whether or not parents/guardian chooses to
attend the interview/s.

JP Certified Copies of any training you
have already completed (please include
professional development activities)

•

A copy of your current Senior First Aid
Certificate (if you have one)

•

Complete the enrolment form, student
details form and any payment detail
requirements.

4. Mail your enrolment form, resume and other
documentation listed above to:
Contracts Coordinator
LASA Q Education Institute
6 Pavilions Close
Jindalee QLD 4074
5. Your study material will be mailed to you
once your enrolment has been approved
and any relevant fees paid.

18
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Unique Student Identifier
From 01 January 2015, you will required to
quote your Unique Student Identifier (USI)
number on all documentation. Go to USI.gov.au
to register.

Development of Training Plan
Once the appropriate documentation has been
completed, LASA QEI will prepare your training
plan with you. We take a collaborative approach
and develop this plan with your needs and the
needs of your workplace as paramount.
The training plan is the formal agreement
between you and LASA QEI which stipulates
the expectations of you in relation to your
assessment due dates and your role and
responsibilities.
Your plan will take into consideration your prior
learning, skills and existing qualifications through
the credit transfer and recognition of prior
learning processes.
Any application to extend or defer study should
be made in writing to LASA QEI at
education@qld.lasa.asn.au with details about
why the extension or deferral is being sought.
NB: If pre-requisites are identified, these must
be completed in addition to your selected units
of competency.

Credit Transfer
Credit transfer will be completed prior to
commencement of your course. If you have
previously completed unit/s and course/s with
equivalent outcomes you may be eligible for
credit transfer of these qualifications.
You must provide a certified copy of your
Statement of Attainment from another
Registered Training Organisation (RTO). This
has to be signed by a Justice of the Peace (JP)
or Commissioner for Declarations, or verified
by a LASA QEI officer before a credit transfer

can be issued. It is important to action this
credit transfer option prior to commencement to
facilitate the development of your training plan.

Recognition of Prior Learning (RPL)
RPL will be negotiated with your trainer prior to
commencement of your course. RPL recognises
skills and knowledge gained by formal and
informal training, work experience and or
life experience. RPL is a mapping process
of a student’s current knowledge, skill and
competencies to a unit of competency within the
nationally recognised qualification framework:
the Australian Qualifications Framework (AQF).
RPL may lead to industry classifications,
awards, exemptions or partial exemptions
for competencies in a nationally recognised
qualification.
You must submit the following information with
the ‘RPL Application’ form to assist in reviewing
your RPL application. If a student provides
incomplete information, this will prolong the
RPL process as we cannot proceed until all
information is received.
•

A Statement of Service from your current
employer

•

A current position description

•

Certified copies of any training you
have undertaken (include professional
development activities)

•

A certified copy of your current First Aid
Certificate (if you have one)

•

Resume.

Once your training plan has been completed and
relevant fees paid, you are enrolled as a LASA
QEI student. Your induction will then commence.

LASA Q Education Institute Student Handbook 19
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It is a requirement of LASA QEI that all students
are inducted. This induction will occur at course
commencement and includes:

All students will be issued with a timetable of
study which will indicate all face-to-face delivery.
The face-to-face delivery will be conducted at:

•

Roles and responsibilities

•

Jindalee campus

•

Work, health and safety

•

Your workplace

•

RPL

•

Virtual classroom

•

Timetables

•

Resources

•

Assessment requirements

•

Plagiarism

•

Student support

Note: Students who fail to attend over 70 %
of face-to-face delivery or virtual classroom
sessions may be asked to show cause.
Places may be reallocated or enrolment
cancelled where the student is not progressing
successfully.

INDUCTION

TIMETABLE

Change to Enrolment/Personal
Details
It is important that our records are accurate
and up to date during your course. You have
an obligation to advise the LASA QEI of any
change to your name, address or other details
during your period of study. LASA QEI will not
be held responsible for any correspondence or
documentation lost due to student details not
being current.
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Assessment materials will be forwarded to you
at the address provided to us on either your
enrolment form or by subsequent written change
of details advice. The course materials that you
receive will depend on the mode of delivery and
your program of study.

Assessment is the process of collecting
evidence and making judgements on whether
competency has been achieved.

•

On the job competency

Students will be required to have access to
a computer, the internet, word processing
software and an email address to send and
receive information about the course.

•

Case studies

•

Short answer tests

•

Practical assessments

•

Research activities.

COURSE MATERIALS

ASSESSMENT

Assessment may include:

You will be required to complete assessment
tasks for each unit of competency that you
study.

Our
educational
philosophy is
centred on the
importance
of individual
and holistic
care for older
Australians.

Assessments should be submitted regularly.
The first assessment is expected between four
to six (4-6) weeks after commencement of study.

Assessment Guidelines
Assessments will be marked as:
•

Satisfactory or

•

Unsatisfactory.

Work may be resubmitted to obtain a
satisfactory result. Some students may be
required to resubmit assessment activities
to attain competence. It is anticipated that
students who are required to resubmit will be
able to demonstrate competence following
resubmission. The resubmission due date will be
specified on an accompanying feedback form.
Units of Competency are marked:
•

Competent, or

•

Not yet competent.

LASA Q Education Institute Student Handbook
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To obtain a unit of competency all assessments
must have a satisfactory result.
If all assessments are not satisfactory you will be
marked as Not Yet Competent.

Demonstrating Competence
You will be required to complete theoretical
and practical assessments which are to
be completed both on and off the job to
demonstrate your competence. All aspects of
your learning will need to be completed before
you can receive your award, this may include
completion of Vocational Placement periods
and any associated training record or log books.
Incomplete work will not be accepted.
A third party report may be required for some
units of competency. This report is to be signed
off (verified) by a supervisor at your workplace.
The supervisor is verifying that you have
completed a particular task in accordance with
the workplace’s policies and procedures. The
workplace supervisor is not making a judgement
about your overall competency of a unit.

Submitting Assessments
Students undertaking on the job assessment are
required to have their workplace assessments
signed off by a Workplace Supervisor. A
supervisor or expert practitioner can use the
LASA QEI ‘Workplace Supervisor Form’ to
confirm signing credentials. The LASA QEI
Assessor will consult with the student and
Workplace Supervisor to confirm assessment
processes meet the evidence required.
All books that record on the job assessment
are to be forwarded to the LASA QEI for
confirmation and recording. The LASA QEI
encourages students to send work in by
Registered Post.
Please retain a copy of all completed
assessment materials in the event of mail being
misdirected or lost.
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Assessment Format
Written assessment items should be completed
in black or blue ball point pen or typed.
Assessments completed in pencil or gel pen will
not be marked. It is expected that assessments
will be neatly presented with legible writing or
printing.
If assessment answers require correction, the
following methods are acceptable:
•

one (1) straight line through a word, phrase
or sentence

•

do not use white-out or liquid correction fluid

•

firmly attach a separate sheet of paper
for correction of an entire question or
assessment, and

•

please secure attachments with staples
(no pins or paper clips).

All assessment submissions must be the
student’s own work (refer to referencing section
on “plagiarism” on page 12).
If all or part of your qualification is provided
online you will be required to submit as per the
online instructions.

Appeals
Can I appeal my results?
Yes, in the following cases:
•

to request a review of a result

•

to request special consideration, and

•

to lodge a formal complaint regarding some
aspect of the assessment process.

You will have twenty-one (21) working days from
the date you receive your results in which to
make an appeal and request a review. You will
receive a response within fourteen (14) working
days after receipt of the request.
The sequential steps are as follows:
1. Raise the issue or complaint with your
LASA QEI trainer for resolution, if
unresolved proceed
2. Complete an ‘Appeals Form’ and forward
to the Manager, Education, Events and
Operations, and
3. The ‘Appeals Form’ requires the Institute
Manager to investigate the issue and
provide a written response to the issue
within fourteen (14) working days.

Late Assessment Items
Any assessment items received with a postmark
after the due date, and without an extension,
will be considered a late return. Late returns
will not be marked until student assessments
received within the due date period have been
processed. Normal turnaround times do not
apply to late submissions.

Assessment Due Dates
Your Training Plan will outline the learning
schedule and expected assessment submission
and unit completion dates.

Assessment Extensions

•

existence of extenuating circumstances, and

•

a prohibitive medical condition (a copy of a
medical certificate may be required).

NOTE: No extensions of assessment will be
granted past the contract completion date.

Statement of Attainment and Awards
How will my results be reported?
Your Record of Results lists all of your results in
your study to date.
If you enrolled in a qualification and have
achieved one or more units of competency
from that qualification but are unable to finish
the qualification, you will receive a Statement
of Attainment showing the units you have
completed.
A Statement of Attainment is the official
document that list student’s grades in the
course. The Award (testamur) is the official
document that evidences the qualification
that students have earned when they have
completed their course.
The Record of Results and Award will be
issued within twenty-one (21) working days
of students achieving competence. Where
advice is required from an employer to confirm
completion, the twenty-one (21) working days
will commence from the time advice has been
received by LASA QEI.
If you have outstanding fees we will withhold
your qualification until you have paid all fees.

Extension requests should be submitted in
writing to your LASA QEI trainer/assessor
and should be no later than five (5) working
days prior to an assessment due date to be
considered. For an extension to be granted,
one or more of the following criteria need to be
established:
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LASA QEI will monitor student training and
progression in partnership with the student’s
employer. This practice will:

Students of LASA QEI will be asked to complete
surveys as part of the organisation’s focus of
quality.

•

assist with the removal of any restrictions
preventing progress

If a student is funded by Government, the
completion of a survey may be mandatory.

•

ensure training and assessment is occurring
on and off the job, and

•

ensure that progress is collated and
reviewed.

FAILURE TO PROGRESS

If a student fails to make reasonable progress
because of deliberate default or neglect,
disciplinary action may be taken. If this action
is proposed the student would be issued with a
show cause notice and be given the opportunity
to respond.

Our Institute is
committed
to providing
excellent and
quality learning
programs.
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028 Appendix 1

FINANCIAL FACT SHEET
FOR-FIN-003 v1

Please understand that in signing your enrolment
form you are confirming your acceptance of
the financial obligations of the program as
outlined below.

Accredited Training
NOTE: This policy does not apply to students
enrolling in SUBSIDISDED COSTS under the
Queensland Government Initiatives

1.0 Payment Options for Accredited
Training – Commercial (eg. Certificate III,
Certificate IV, Diploma and Skill Sets)
Students will not be enrolled unless either the
course is paid in full or the upfront payment has
been received. There are two payment options
made available to maximise training access for
our prospective students.
•

Full Upfront payment option (provides an
overall discount when compared to a unit by
unit payment option).

•

Regular Instalments option (this will require
the student to complete a credit card
authorisation form for regular instalments
to be drawn down against a credit card
of choice – there is a minimum upfront
payment of the non refundable amount
prior to the commencement of the
regular instalment plan). An initial upfront
payment of $450.00 or 10% of total course
fees (whichever is the greater) with the
remaining instalments to be calculated as a
monthly fee and finalised within 6 months.
Qualifications will not be issued unless all
outstanding monies are paid.

Financial Arrears Policy for Accredited Training a student is deemed as being in financial arrears
in the following circumstances:
•

A Regular Instalments option has had 2
successive “Declined” attempts to process
an instalment – the routine process date
is the 15th of each month or where the
student requests more regular instalments
be taken, the dates nominated by the
student.

In the case of Financial Arrears for any payment
option provided by LASA Q, there will be a
period of one (1) month to pay outstanding
fees. Where this does not occur enrolment
will be deactivated. Where an enrolment is
deactivated, a student will be unable to attend
classes, have outstanding work marked or
results issued. Enrolment reactivation will only
occur where outstanding fees are paid in full.
Deactivation will be notified in writing. Any
hardship caused by the deactivation will be the
responsibility of the student.

1.1 Refund Policy for Accredited Training
(Commercial)
Students must apply in writing to LASA Q to
notify of withdrawal, cancellation or deferral of
an enrolment, and intent to request a refund.
Refunds may be granted at the discretion of
LASA Q in accordance with the information
below and students will be notified within
fourteen (14) working days of the outcome of
their request.
Approved refunds will be processed within thirty
(30) days of the student being advised of the
outcome of the refund application.
All LASA Q programs have a non-refundable fee
of $250.00.
1. Course cancellation by the LASA Q
Where the LASA Q cancels a course, the
student may transfer the student fee to another
scheduled/advertised course within 12 months
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of the original course date OR if this is not
possible due to course availability a pro-rata
refund will be provided.

3.0 Refund Policy for Accredited Training
in accordance with the User Choice
2010-2016 Policy clause 2.6.6

2. Course cancellation by a student

(a) the provision for full refunds to Participants
for Student Contribution Fees charged for
training delivery that has not commenced at
the time of the cancellation of enrolment

For full course enrolments where upfront
payment has been received by LASA Q, written
application for refund must be received within
one (1) month of enrolment date to be eligible
for refund. Any approved refund will be less
$250.00. No refund will be granted for written
applications received after one (1) month of
enrolment date, unless special consideration
applies (see below).
3. Deferrals for Accredited Training
A deferral may be awarded on an individual
basis. Deferral requests must be submitted in
writing to LASA Q and be accompanied by any
relevant certified supporting documentation.

2.0 Payment Options for Accredited
Training under the Queensland
Government subsidisded training
through Certificate 3 Guarantee and/or
Higher Level Skills Program
Students can only access training under the
subsidisded training once, so it is important you
take time to consider your training options.
•

Fees are to be paid up front at enrolment
and prior to course commencement.

•

Fees must be charged and collected by
LASA Q (the PQS) and must not be waived
or returned to the payer (except as indicated
in relevant program documents).

•

Fees may be paid by the student or a third
party. (LASA Q (PQS) must not refund,
waive, pay, return payment or provide a
cash payment or bonus either by way of
‘referral fee’ or otherwise to any payer of
the co-contribution fee (including third
parties except as provided for in the relevant
program policy)

•

No Refund applied.
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(b) the provision of proportionate refunds where
the Participant has withdrawn from a Unit of
Competency/Module; and
(c) the provision of refunds to employers/
industry for additional charges paid
beyond the Participant and government
contributions

Special Consideration for Accredited
Training
Students who withdraw from training due to
compassionate or compelling reasons (such
as death or serious illness of an immediate
family member, or declared natural disaster
affecting the student’s place of residence)
may be eligible for a refund under special
consideration. Applications for refund under
special consideration must be submitted in
writing to LASA Q and be accompanied by all
relevant certified supporting documentation. All
applications will be treated in strict confidence.

THANK-YOU FOR
THE OPPORTUNITY
AND THANKS TO ALL
THE LASA STAFF WHO
HAVE SUPPORTED ME.
ALL OF THE STAFF I
HAVE ENCOUNTERED
HAVE BEEN
EXTREMELY HELPFUL,
KNOWLEDGEABLE AND
RESPECTFUL.
Student
Cert III Aged Care

YOU (LASA QEI) HAVE
INSPIRED ME. I WAS REALLY
HAPPY WITH HOW THE
COURSE WAS CUSTOMISED
FOR INDUSTRY.

I LOVED THE
FLEXIBILITY OF THE
PROGRAM. I COULD
STILL WORK AND
UPGRADE MY SKILLS.

THE COURSE HAS BEEN
VERY INTERESTING/
CHALLENGING AND THE
ASSESSMENTS HAVE
PROVEN TO BE REALLY
HELPFUL.

Student
Diploma of Community
Services Coordination

Student
Cert IV in Leisure and Health
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P

+61 7 3725 5555

F

+61 7 3725 5544

E

education@qld.lasa.asn.au

A

6 Pavilions Close Jindalee, QLD 4074

W

www.qld.lasa.asn.au/education
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