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ACFE Student Information Sheet

This information sheet contains important details of how we work in relation to your participation at Waverley Community Learning Centre.

Enrolment

Enrolment involves you booking into and paying for an appropriate level course for you skills, and/or experience.

Staff or your assessor will recommend which class is suitable for your needs and enrol you if there is a vacancy. If no vacancy exists you will be placed on the waiting list and contacted when a place arises. You will be given contact details of other suitable organisations that may be able to assist.
If you have any special needs an interview with the Centre Manager will be arranged prior to enrolment, to determine needs, and where necessary make reasonable adjustments to ensure programs are appropriate to those needs. You will be required to complete an Enrolment Form and staff are available to assist with this process. If Waverley Community Learning Centre is unable to offer a suitable program, assistance will be provided to identify another agency that better matches your needs. 
Fees

Student Amenities Fee - $1 per week per course English as a Second Language only.

Tuition Fee is in accordance with the Ministerial Directions on Fees and Charges being:
            $1.37 per course hour but with minimum of $55
Concessions may apply to the following card holders. Please see the Office Staff. 
· Centrelink Pensions Card holder, Veteran Gold Card

· Commonwealth Health Care Card Holders.

Recognition of Prior Learning (RPL)

We know that you may have done other courses, or have experience, which covers some of the material in the course that you want to do. Please tell office staff or your assessor about your previous training and experience so that they can recommend the course that will suit you best.

Complaints

If you have a complaint, please see any of our staff. They will try to solve the problem with you, and will also help you to fill out a Corrective Action Request Form. If you do not agree with what happened as a result of your complaint, a meeting will be held in the presence of a mediator. (See11.1.1 Grievance Policy and Procedures – A copy is on the noticeboard next to the Office).
Improvements

If you can think of any way that we can improve our service, please let us know. 
Our staff are eager to hear of anything that we can do better.

Refunds

The Centre has a Refund Policy. 

Please ask at the office if you require a copy or see our enrolment noticeboard, website or our brochure. Speak to the office staff for more information.

Access, Equity, Cultural Diversity and Inclusion
We are committed to providing classes to anyone who can benefit from them.
All of our staff are trained in the principles of inclusion and access and equity.
A copy of these policies is on the enrolment noticeboard. 
Ask our staff or your tutor to explain it.

Discrimination and Harassment

If you feel that any other participant, volunteer  or staff member has discriminated, harassed or bothered you in any way, please ask to see our Centre Manager immediately.

Disciplinary Procedures

Breaches of the Centre Harassment, Anti-Social Incident Behavior Policy and Procedures will not be tolerated. Action taken may involve asking the person to leave the premises immediately, and in some cases a report to the Police. A copy of this policy is on the enrolment noticeboard.

Privacy

You have the right under the Privacy Act to see and ask to have amended any of your records. Your personal details are used only in relation to the class/es you are enrolled in. We will not disclose your information without your consent except where authorised or required by law. See the Privacy Statement on our enrolment noticeboard.

Assessment

You will be given information and feedback on any assessments undertaken and the results of those assessments.

The Tutor will explain the way you will be assessed and also tell you about other opportunities that they think would be valuable for you.

If you do not agree with your assessment, you can make a complaint to our management. If you are still not satisfied the Centre Manager will request re-assessment of the complainant’s work by another tutor with appropriate assessment qualifications. 

Please ask at the office if you require a copy of our delivery plan and/or assessment processes.
Support Services

See the enrolment noticeboard, our program or ask at the office for details or referrals to support services.
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