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Welcome to PEAK Training!

About this Student Handbook

This handbook provides important information to support you through your program of study and
outlines everything you need to know as a learner with PEAK, including your rights,
responsibilities, the support available to you and how to navigate your training journey
successfully. Please take the time to read it carefully so you can become familiar with,

understand and follow Peak Training’s policies and procedures.

PEAK Training is governed by the policies and procedures of NSW Family Day Care Association
and RTO specific policies and procedures, to ensure the delivery of quality training and
assessment and compliance with the Standards for RTOs 2025. These policies and procedures
are regularly reviewed to form part of PEAK Training’s schedule for continuous improvement. An
overview of the relevant policies are detailed in this Handbook. All policies and procedures are

available on request.

You are invited to refer to this handbook when necessary, throughout your training. If you have
any questions related to your training program or any of our policies and procedures, please feel

free to contact your allocated Trainer/Assessor or the administration staff for more information.
We are excited you have chosen to study with us and wish you every success in your learning journey.
Please note that all documents are uncontrolled when printed and readers are advised to

refer to the electronic version of this Handbook on PEAK Training’s website for the most

current version.

M T (R
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About Us

PEAK Training is a student-focused not-for-profit Registered Training Organisation (RTO 90869). We
deliver and specialise in nationally recognised Early Childhood Education and Care (ECEC) qualifications
and professional development. As the boutique RTO of NSW Family Day Care Association, we provide

high-quality training and education to the ECEC sector and the broader community.

PEAK is registered with the Australian Skills Quality Authority (ASQA) and has an obligation to ensure the
quality and support we provide students meets the requirements of the Standards for RTOs 2025 which
are within the VET Quality Framework. We maintain compliance of the delivery of our training and
assessment through our policies, procedures and systems that guide our operations.

Our programs reflect current sector best practice and are delivered by qualified, supportive ECEC
professionals with current experience. The PEAK team is here to support you at every stage of your

learning journey from enrolment to assessment support to any administrative help you may need.

To provide consistent support, students are allocated a dedicated Trainer/Assessor. While we aim to
maintain this consistency, there may be times when a trainer is changed due to unforeseen circumstances
or workload demands. If this occurs, PEAK will let you know and ensure a smooth transition. Once your
enrolment is confirmed, you will receive your Trainer/Assessor’s contact details and they will arrange an

induction meeting with you.

All PEAK courses are designed to build your skills and knowledge so you can succeed in your role and

connect with enjoy the meaningful work of supporting children’s learning, development and wellbeing.

Contact Details

//

»  (02) 9779 9999 (Press option 1)

K

info@peaktraining.edu.au

www.peaktraining.edu.au

Office: Level 1, 1 Sloane Street SUMMER HILL NSW 2130

Postal: PO Box 386 SUMMER HILL NSW 2130

© ©o © [

Monday-Friday 8.30am - 4.00pm
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PEAK Training Code of Practice

We take pride in the quality of the services we provide. We are committed to delivering best practice training and
assessment that is responsive to sector needs and compliant with the Standards for RTOs 2025 and the broader VET
Quality Framework. Our vision Providing quality early years education, training and support is embedding in our daily
practices.

Commitment to Quality, Integrity and Compliance

PEAK Training supports the integrity of Registered Training Organisations by:

e Complying with all relevant State and Federal legislation, including the Privacy and Personal Information Protection
Act 1998, Apprenticeship and Traineeship Act 2001, Work Health and Safety Act 2011, New South Wales Anti-
Discrimination Act 1977, and upholding the principles of Access, Equity and Fairness.

e Acting professionally and ethically, with honesty, due care, diligence and accountability in all operations.
e Providing accurate, transparent and accessible information so learners can make informed decisions

o Ensuring assessment integrity, including fairness, validity, reliability and evidence-based practice, conducted by
qualified trainers and assessors with current industry expertise.

¢ Maintaining robust governance and quality assurance systems, including ongoing monitoring, evaluation and
continuous improvement of training and assessment services.

¢ Avoiding any practices or activities that may bring the organisation, the VET sector or our stakeholders into disrepute.

Commitment to Learners
PEAK Training is committed to supporting learner success, wellbeing and satisfaction by:

e Treating all learners with respect, fairness and dignity, creating a safe, inclusive and culturally responsive learning
environments.

¢ Providing quality training, assessment and support services that meet individual learner needs
e Ensuring learners receive clear, accurate and timely information
e Safeguarding learner privacy and confidentiality

e Providing access to qualified trainers, assessors and support personnel who maintain current sector knowledge and
provide guidance to assist learners to achieve competency.

e Promoting learner wellbeing and safety, including safe learning environments, culturally safe practice and compliance
with WHS responsibilities

e Providing flexibility in training and assessment delivery to cater for individual Learner needs; and

e Encouraging learners feedback to inform continuous improvement without fear of prejudice or disadvantage.
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2. Students Rights, Safety and Conduct

Access and Equity

PEAK Training is committed to providing flexible, inclusive and student-centred training and assessment that
responds to your individual needs.

We actively identify and remove barriers that may disadvantage students based on personal circumstances or
background, including gender, age, cultural or linguistic background, disability, socio-economic status,
geographic location, or prior educational experience. Our policies and practices promote respect, equity and
access for all students.

Your Trainer/Assessor will:
e Provide clear information to help you prepare for assessments
o Use a range of teaching strategies that consider different learning styles
o Offer support throughout your training journey

e Provide clear, detailed feedback on assessment outcomes

Where required, reasonable adjustments may be implemented to support your participation. Adjustments may
include (but are not limited to):

e Adjusting the sequence of units

o Extending the program duration (extension fees may apply)

e Providing additional support meetings or calls

e Customising aspects of training and assessment

Reasonable adjustment ensures you are supported equitably; however, you must still complete all required
work, demonstrate the necessary knowledge and skills, and meet the performance criteria of the qualification.

Adjustments will not compromise the integrity of training or assessment outcomes.

Your Trainer/Assessor will make a judgement of competency based on the evidence you provide against the
assessment criteria for your course. While PEAK Training cannot guarantee a successful outcome,
competency-based training allows you to resubmit an assessment task if it is deemed Not Yet Satisfactory.
Clear guidance and references will be provided to support any resubmission.

PEAK Training operates in accordance with our Code of Practice and equity principles, ensuring fair and
respectful treatment of all students and stakeholders.

FOR FURTHER INFORMATION PLEASE REFER TO THE STUDENT SUPPORT, DIVERSITY,
INCLUSION AND WELLBEING POLICY AND PROCEDURE ON OUR WEBSITE.
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Privacy

PEAK is committed to protecting the privacy and security of your personal information. We manage
your personal information in compliance with the Privacy Act 1988 the Privacy Amendment (Private
Sector) Act 2001, and the relevant state privacy legislation. All records are managed securely and

confidentially and you have the right to request access to or to correct your information

FOR FURTHER INFORMATION PLEASE REFER TO THE PRIVACY POLICY ON OUR

WEBSITE.

Student Wellbeing

PEAK Training is committed to creating a learning environment where you feel safe, supported, respected, and
empowered to succeed. We recognise that students bring diverse backgrounds, capabilities, and needs, and
we are dedicated to removing barriers that may impact participation, progression, or wellbeing throughout the
training journey. This may include being supported through orientation and or provided with targeted

interventions, flexible learning arrangements, and/or structured support pathways.

PEAK is also committed to the safety and wellbeing of all young people accessing our services. All PEAK
Training staff are cleared to work with under-18s and hold a valid Working with Children Check (WWCC).
PEAK upholds the National Principles for Child Safe Organisations and is a child safe environment. We take a
proactive and structured approach to identifying, managing, and responding to risks affecting students under
18.

PEAK Training ensures that training and assessment facilities, including those provided by third parties or
accessed during work placements, equipment and learning resources are adequate, accessible to students,
compliant with WHS and building regulations. To note, PEAK Training is on the first floor and accessed only by

two short flights of stairs

We also recognise that as a student you may be juggling study, work and personal commitments and that can
be a lot at times. Studying might be a challenge itself, especially when life gets busy or overwhelming.

This guide connects you with trusted mental health resources and services tailored to your needs.

Remember, you can always reach out to your Trainer and Assessor for support, we're here to help. You're also
invited to join our closed Facebook PEAK Students Group to stay connected with other students and trainers,

share experiences and find encouragement along the way.
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Mental Health Services and Support

Beyond Blue headspace Kids Helpline

24/7 mental health
suppart Eervice

1300 22 4636 1800 650 B90 1800 55 1800

bryondblue. org.au N kidshelpline.com.au
headspace.org.au

Lifeline Suicide Call Back

24/T crisis supporn and
coungelling service for
people affected by
suicide

131114 1300 659 467 139276
lifeline.org.au suicidecallbackservice.ong.au 13yam.org.au

Mensline 1800 RESPECT QLife

LGETIO+ peer support and
refemal

Dise

130078 99 78 1800 737 732 1800 184 527

mensling.ong.au 1800respect. ong.au glife.org.au

If you are concerned about someone at risk of immediate harm,
call 000 or go to your nearest hospital emergency department.

he Bc and Farty © Rl il L= | - L
yOu s @D o= [Fheotpos Ay ———

FOR FURTHER INFORMATION PLEASE REFER TO THE FOLLOWING POLICIES ON OUR
WEBSITE:
e STUDENT SUPPORT, DIVERSITY, INCLUSION AND WELLBEING POLICY AND
PROCEDURE
e CHILD SAFETY AND WELLBEING POLICY AND PROCEDURE
e FACILITIES, RESOURCES AND EQUIPMENT POLICY AND PROCEDURE
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Student Behaviour

As a student of PEAK Training, you have a right to study, learn and develop your skills in a safe, healthy,
and supportive educational and social environment where participation and respectful behaviour in the
training and assessment process will be required. You also have certain responsibilities to your fellow

Students, Trainers/Assessors, work placement staff and supervisors.

Student responsibilities include adhering to the Student Code of Conduct (Appendix A) and:

¢ Reading and signing the Student Handbook prior to course start date including the Student Code of
Conduct

e Participating in all assessment tasks including work placement

e Meeting submission deadlines and timeframes as outlined in your Student Learning Plan

e  Submitting your own original work without plagiarism and ensuring authors are appropriately
referenced

e Submitting a signed and dated Marking Cover Sheet with each assessment if not completed online

o Keeping a copy of all submitted assessments and

e Responding to Trainer/Assessors communications and attempts to provide support respectfully and in

a timely manner.

PEAK Training is committed to fostering a positive and respectful learning environment in which all students,

staff, and stakeholders feel safe, supported, and valued.

All students are expected to conduct themselves in a manner that upholds the principles of integrity, mutual
respect, safety, and inclusion. This applies across all modes of delivery, including face-to-face, online, work
placement, and RTO-related activities. This means that you are expected to act in a responsible and respectful
manner that always supports a safe and positive learning environment. Any conduct affecting the wellbeing,

safety or learning experience of others may lead to intervention, behavioural agreements or disciplinary action.

Serious and/or repeated behaviours such as bullying, harassment, verbal abuse or unsafe conduct will
be referred to the RTO Manager. The student will be advised in writing of the concern, offered an
opportunity to respond and to meet to determine underlying causes and appropriate action. This may
include issuing a written warning, agreeing to a Behavioural Agreement, referral to support services or
immediate suspension or withdrawal. All disciplinary matters will be documented and reported to the
RTO Manager and the CEO of the NSW Family Day Care Association.
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Definitions

Bullying: Repeated, unreasonable behaviour that intimidates, offends, degrades or humiliates.
Discrimination: Unfavourable treatment based on characteristics such as race, gender, religion, or disability
Harassment: Unwelcome behaviour that offends, humiliates or intimidates based on personal attributes
Misconduct: Behaviour that breaches RTO policies or expected standards.

Serious Misconduct: Any behaviour that threatens safety, causes harm, or involves illegal acts.

FOR FURTHER INFORMATION PLEASE REFER TO THE STUDENT BEHAVIOUR POLICY

AND PROCEDURE ON OUR WEBSITE.

Academic integrity

PEAK Training is committed to upholding the highest standards of academic integrity across all training
and assessment activities. We ensure that all assessment submissions are the authentic and original
work of the student, free from plagiarism, contract cheating, or the inappropriate use of artificial
intelligence. To support this commitment, we implement robust integrity assurance measures, including
the use of plagiarism detection tools, Al-content analysis where appropriate, and routine validation of
student work to detect academic misconduct and protect the integrity of qualifications issued by PEAK

Training.

Academic Misconduct is any action or behaviour by a student that seeks to gain an unfair academic
advantage or that undermines the integrity of assessment or learning. This includes, but is not limited
to, plagiarism, cheating, fabrication or falsification of information, collusion, and the unauthorised use of
materials or assistance during assessments. Academic misconduct breaches the ethical standards of

learning and assessment and may result in disciplinary action.

Collusion is unauthorised collaboration between students and plagiarism is using another person’s

work without acknowledgement.

Examples of plagiarism include:

e submitting assessments substantially similar to or copied from another student.

e submitting assessments that use the exact words of another without using quotation marks and
citing the original source

e submitting assessments that paraphrases or summarises the work or words of another without
citing the original sources

e presenting any work of another individual or group as one’s own work in assessments and/or
examinations

e submitting assessments without appropriate acknowledgement/referencing of original sources

¢ submitting exact content created with the assistance of Al without citing that Al has been used.
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Artificial Intelligence (Al)

Al is defined as intelligent technology, including programs and the application of advanced computing
algorithms, that can augment decision-making by identifying meaningful patterns in data. Al tools are
primarily text generators, not true artificial intelligence. As a result, the text they produce in response to
prompts may not always be factually accurate. Any content created with the assistance of Al must be
thoroughly proofread for accuracy.

While Al tools can be helpful to support you to check your grammar, summarise concepts or articulate
your assessment answers, they cannot be used to generate your assessment responses or relied upon
to provide evidence of your understanding of the content. As the qualifications are competency based,
to be able to demonstrate your understanding of the course content you are required to evaluate the Al
response and contextualise it to accurately answer the question. Assessments allow you to
demonstrate your understanding and critical thinking and relying solely on Al generated content can
undermine the purpose of assessments.

The use of Al to write or reword assessment answers is considered misconduct unless explicitly
permitted. If your Trainer/Assessor believes the assessment answers have been completely Al
generated, they may request you complete additional assessments and/or hold a competency
conversation. This is so they can determine if you have acquired the required knowledge to be
satisfactorily assessed.

Additionally, submitting exact content created with the assistance of Al without citing that Al has been

used, is an example of plagiarism and can be considered academic misconduct.

FOR FURTHER INFORMATION PLEASE REFER TO THE ACADEMIC INTEGRITY POLICY
AND PROCEDURE ON OUR WEBSITE.
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Feedback and Complaints

PEAK Training is committed to providing a high-quality learning experience and promoting a culture of
open feedback. We value your feedback as a driver of quality improvement and acknowledge that

complaints may arise.

A complaint is an expression of dissatisfaction with any aspect of RTO operations. This may be in

relation to training quality, staff conduct, facilities, third-party services, or any other area of concern.

Feedback is any verbal, written or electronic communication that provides opinions, suggestions, or
observations about the RTO’s services, courses, facilities, staff, or systems. It may be positive,
negative, or neutral and is typically provided outside of a formal complaints process. You may provide
feedback or lodge a complaint in person or by email, phone, the Complaint and Feedback form on our

website or through training evaluations.

All complaints, including informal feedback and formal written complaints are documented and
reviewed. Once a complaint is received, the RTO Manager acknowledges receipt within two (2)
working days and proposes a resolution within ten working days where possible. Where delays occur,

complainants are provided updates at least fortnightly with reasons and revised timeframes.

Throughout the process you may request support to lodge the complaint or to receive language
support, to access disability services or cultural safety support. You also have the right to invite an
advocate, language interpreter or a support person such as a friend, to any meeting/discussion related

to the complaint.

FOR FURTHER INFORMATION PLEASE REFER TO:

e THE FEEDBACK AND COMPLAINTS MANAGEMENT POLICY AND
PROCEDURE AND THE

e COMPLAINT AND FEEDBACK FORM ON OUR WEBSITE.

RTO Closure

Please note that PEAK Training closes for approximately three weeks over the December/January
period each year and you will be notified of these dates prior to the office closure. Support will be
unavailable during this time. You are however welcome to continue submitting assessments which may

be marked during this time or when the office re-opens.
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2. Enrolment and Course Administration

Enrolment Process

After completing the online Application to Enrol Form you will receive confirmation of receipt. Before you enrol,
we’ll take you through a simple and supportive pre-enrolment process (See Step 1 below). This will be
conducted over various stages to ensure you start your learning journey in the course that’s the best fit for you.
This will include:

e Completion of the online Application to Enrol form

e Payment of the administration fee (see Fees Policy for more information)

e Completion of a pre-enrolment skills task, language, literacy, numeracy and digital

literacy (LLND)
e Pre-enrolment conversation

e Confirmation of meeting eligibility requirements for your chosen course

TO VIEW OUR COURSES AND COMPLETE AN ONLINE APPLICATION TO ENROL,
PLEASE HOP ONTO OUR WEBSITE.
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Application

» Complete online form
Application to Enrcl
wowwy peakiraining.edy.
au

= Receive application
confirmation email

Pay applicaticn fee
(refundable if Smart &
Skilled Fee Free

course)

Complete and return
Literacy, Language,
Numeracy and Digital
Literacy task

Read, sign and return
Student Handbook

PEAK STUDENT STUDY ROADMAP

Enrolment &
Orentation

Receive request to pay
course fee if required
Receive welcome email
and meet your Trainer
Receive induction
video including how to
log into and use the e-
learning portal

Join and engage in the
PEAK Training closed
Student Facebook
group

Read sign and email
Student Leaming Plan
to your Trainer

Commence
Studies

Log into the e-leaming
portal

Commence and submit
at least one quiz task
within a week of
enrolment

Read unit introductions,

textbook readings and
watch videos for each
unit before and while
completing
assessments.

Actively complete and
submit quiz and theory
assessments by due

dates

STEP 4

Ongoing
Student Support

Receive formighthy
email'phone and/ar
online support

Complete competency
conversations

= Inform your Trainer of
any changes to your
study situation
Contact your Trainer
anytime!

Work Placement

Applicable only for
Certificate Ill and
Diploma courses

Find an approved Early
Childhood Service to
complete work
placement.

Book Trainer

observations

Complete 160+ hours
{CHC30125) or 280+
hours {CHC50125)
Complete workplace

assessment tasks and
submit

TRAINING ™~ "'"':

STEP &

Completion &
Celebration

-

All assessments
completed and
marked =atisfactory
Cerificate issued

Complete feedback
survey

Explore future study
pathways

Ready for

.

-

employment or
career progression

Phone 9779 9999 (press 1) or email info@peaktraining.edu.au

This Roadmap summarises your study journey from pre-enrolment to completion

Pre-enrolment

PEAK Training is committed to ensuring that you are enrolled into a course that aligns with your
existing competencies, career goals, and support needs. Before enrolment is confirmed, you will be
guided through a structured process that includes a review of language, literacy, numeracy and digital
literacy (LLND) capabilities, prior education and experience, and course-specific entry requirements.
This task will be sent to you after the application fee has been paid. You will be asked to complete and

return the task and a Trainer will call you to discuss your answers.

Based on this review, you will be provided with advice about your suitability for the traicourse and, where
appropriate, informed of alternative options or additional support, including reasonable adjustments. This is
also your opportunity to let us know about any special needs, disabilities or specific learning requirements that
may affect your ability to study, so we can provide the right support from the start.

You may be referred to external services (see examples below) and/or provided with reasonable

adjustments.

No student will be enrolled, nor will enrolment fees be collected, until the suitability of the course has

been assessed and the student has been advised accordingly.

Published: January 2026
Review Date: January 2027
Uncontrolled if printed
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Literacy and Learning Centre www literacyandlearning.com.au

Reading Writing Hotline 1300 655 506 www _readingwritinghotline.edu.au & www literacyline.edu.au
Translating and Interpreting Services TIS National 131 450 (24 hr)

People with Disabilities www australia.gov.au/people/people _with_disabilities

People with Disabilities www_humanservices gov au/customer/themes/people-with-a-disability

Disability Care Australia www disabilitycareaustralia.gov.au

You are also required to provide the following prior to being enrolled:

¢ A Unique Student Identifier (USI)
e A current academic transcript
¢ Identification

e Evidence of completing the HLTAID012 Provide First Aid in an Education and Care Setting by
supplying the certificate or this unit code within a transcript. If not yet received, you are required to
complete this certificate within the first 10 weeks of enrolment.

Note: this is only if you are enrolling in the CHC30125 Certificate Il in Early Childhood Education and
Care

Unique Student Identifier (USI)

Students undertaking nationally recognised training such as a VET
qualification are required to have a Unique Student Identifier (USI). This is
a reference number made up of numbers and letters which creates a
lifetime record of your study history.

Under the Unique Student Identifiers Act 2014, RTOs must ensure that all
enrolled students have a valid USI. This means that students must either:
e Provide us with their USI, or
e Provide us with permission to access a USI on their behalf.

If students need to apply for a USI or have forgotten their USI, please visit:

PEAK is unable to process a student’s enrolment without a USI
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https://www.usi.gov.au/

Enrolment

Following enrolment, you are introduced to your Trainer and Assessor and provided with an orientation video
that reinforces your rights and responsibilities and familiarises you with the learning and assessment materials

and online learning platform.

FOR FURTHER INFORMATION PLEASE REFER TO:
e THE PEAK STUDENT STUDY ROADMAP

e THE ENROLMENT POLICY AND PROCEDURE ON OUR WEBSITE.

Fees & Refunds

Fees are determined by how your course is delivered, its duration, if you receive credit transfers for
any course units or if you complete an RPL process and if you receive Government funding such as
NSW Smart and Skilled.

All courses incur an enrolment application fee for processing the enrolment. This fee is non-refundable
if you are enrolling in a fee for service course. If you have enrolled under the NSW Smart and Skilled
funding initiative, it will be refunded once you have formally commenced your course. Course fees are
detailed in Appendix B: PEAK Fee Schedule.

If you are paying fees, you must comply with the agreed payment plan option provided to you upon
enrolment. This plan is linked to the release of units of study and therefore your course progression.

Please note, PEAK limits upfront fees to a maximum of $1,500 in advance to safeguard your interests.

The balance of course payment will be invoiced and required to be paid prior to gaining access to the
next cluster of units. All course fees must be paid in full before qualifications, certificates, transcripts, or

Statements of Attainment can be issued.

PEAK Training also offers a flexible payment option to eligible students, and this is at the discretion of
the RTO Manager. The flexible payment plan is available to students under extenuating circumstances

including financial hardship. Please contact our RTO Manager to discuss further.

Payment for courses is currently available via Credit card or bank transfer.

Please consider your course enrolment decision carefully. PEAK Training will not take responsibility for

changes in your personal circumstances, work commitments and/or personal preferences.
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Refunds will be issued under the following circumstances:

Full refund of fees paid will be provided where:
e PEAK Training cancels a course prior to commencement, or

e PEAK Training reschedules a course to a time that is unsuitable for the student.

Pro-rata refund of unused fees will be issued where a course is discontinued due to circumstances
beyond PEAK Training’s control. The calculation of unused services is based on the units of

competency completed at the time of course termination.

The Chief Executive Officer or RTO Manager may, at their discretion, approve a refund in exceptional
cases where extenuating or significant personal circumstances can be demonstrated. You may discuss
your request for a refund with your Trainer who will send the Refund Request Form for you to complete

and return. You can also find this form on our website.

You will be advised of the decision in writing within a week of receipt of request for refund. In instances
where a refund is granted, the non-refundable enrolment fee and the costs of any completed units will
be retained by PEAK Training.

FOR FURTHER INFORMATION PLEASE REFER TO THE REFUND OF FEES POLICY

AND PROCEDURE ON OUR WEBSITE.

Credit Transfer

PEAK Training recognises and grants credit transfer for the successful completion of equivalent units of
competency completed previously at another RTO. Credit transfer (CT) will be based on valid AQF certification

or authenticated VET transcripts.

CTs are only offered for units of competency or qualification(s) which are included on PEAK’s scope of

registration and may only be awarded for whole units of competency

You may apply for CT at any time, however, you are requested in pre-enrolment information to apply before

commencing training.

FOR FURTHER INFORMATION PLEASE REFER TO THE CREDIT TRANSFER POLICY
AND PROCEDURE ON OUR WEBSITE.
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Recognition of Prior Learning (RPL)

RPL is suited to candidates who have demonstrated experience in an approved Education and Care
Service. For those wishing to apply for RPL for a full qualification, PEAK Training recommends
experience of a minimum of 5 years, working in a variety of roles within a regulated Education and
Care Service to be able to provide comprehensive evidence of holding the required skills and

knowledge of the units of competency.

Students wishing to apply for RPL will be given an RPL Kit for the relevant course by PEAK Training.
Students are required to collect the evidence that addresses the Performance Criteria of each Element
within the Unit of Competency for which an RPL is sought. All evidence must be attached to the
completed RPL application form and returned to PEAK Training with the non-refundable enrolment fee.

The evidence must be verifiable in terms of its authenticity and currency.

A qualified Trainer/Assessor will examine the evidence to ascertain whether the student has
demonstrated the competencies to the required level as stated in the relevant Training Package. If the
student’s evidence is deemed to prove competent for the Unit of Competency being assessed, a
Statement of Attainment will be granted and issued by PEAK Training. If the evidence is deemed
insufficient, or does not prove competency, the student will be advised of this decision and given an
opportunity to provide further evidence and/or gap training. Please note, separate fees apply for the

process of RPL, and this will be advised on a case-to-case basis.

FOR FURTHER INFORMATION PLEASE REFER TO THE RPL POLICY AND

PROCEDURE ON OUR WEBSITE.

Course Progression

At the commencement of your course, you will be allocated a Trainer/Assessor. They will be available
to support you through your studies. For more information about how they support you refer to the

section on student support within this handbook.

It is your responsibility to commence in your enrolled course within a week of enrolment. To
commence you would need to provide evidence of logging into MyECC the e-learning platform and
engaging in activity for a unit, e.g. a combination of completed quiz questions, textbook readings, video

views or submitted an assessment for marking.

Once commenced, you are required to be actively engaged in and working towards the completion of
your studies within the required timeframe/assessment due dates as outlined in your Individual

Training Plan.
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PEAK is committed to providing timely support to students who may be disengaged or experiencing
difficulty. We will make every effort to contact unresponsive students using all available methods before
any decision is made to terminate enrolment. If you do not submit assessments according to your plan
and are not seen as actively working towards your qualification, you will be contacted by phone and
email to determine your intention to continue your studies. If PEAK cannot contact you and you do not
submit an assessment within two weeks of these attempts, you will receive a final withdrawal notice.
This is your last opportunity to let us know your study intentions within 7 days. If still no contact is made

by you, you will be notified you have been withdrawn from the course.

PEAK acknowledges that there may be times where you feel you are unable to continue your studies. If
this is the case, please reach out to your Trainer/Assessor who will discuss all available options and
work with you to continue your studies if you wish. This may include offering additional support,

recommending relevant external assistance or explaining the extension, deferral or withdrawal process.

Please note that if you do not actively engage in your studies but have not formally requested an

extension, deferral or withdrawal, you will be withdrawn as mentioned above.

Course extension

PEAK Training is aware that extenuating circumstances can result in students being unable to
complete the course within the required timeframe. If experiencing difficulties, contact your

Trainer/Assessor as soon as possible to discuss extension options.

If you would like to apply for an extension, please contact your Trainer. You will need to email your
request to your Trainer or complete and submit the Course Extension Form and email
info@peaktraining.edu.au for review. You will be advised of the outcome, in writing, within a week of

receipt of submission. You may request and pay for either a 3- or 6-month course extension. To remain
enrolled and your course active, you are required to pay the extension fee prior to your current
course end date. Please note there is a maximum course extension of 6 months, after which if you are
still unable to complete the course, you may be withdrawn. You will be given ample notice and the
opportunity to discuss your situation prior to this action being taken. Please refer to our fee schedule

for extension fees.

Deferrals

If you wish to defer your course, contact your Trainer and request and complete the Course Deferral

Form. Email to info@peaktraining.edu.au for processing, review, and approval by the RTO Manager.

You can request a deferral for up to a maximum of 6 months unless otherwise agreed upon due to your
circumstances. You will be advised of the decision within a week of receipt of request for deferral. The

decision will consider whether you have been active in your studies.
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If your deferral request is granted, your enrolment will be held for the granted period. During your
deferral period, you will remain responsible for all debts and other charges related to the course

however you will not incur additional fees.

It is your responsibility to contact PEAK at least 7 days before the end of the deferral period to
notify whether you wish to continue with your studies or withdraw. If you do not notify PEAK, your
course will become inactive, and you will be withdrawn from the course. If you wish to re-activate your
course, you will be required to re-enrol and may need to pay an enrolment fee and any current course

fees.

If you do notify before the end of your deferral period that you wish to continue your studies, you will re-
enter the course at the same point at which you deferred and into the same unit of study or its
equivalent being offered by PEAK Training at the returning time. It is important to note that the course
entered into following deferral will be the most current course version available i.e. if the original course
has been superseded while you deferred, you may be required to undertake additional study to ensure

course progression in the new course structure.

Cancellation/Withdrawal

Withdrawal is either a student-initiated process to discontinue a course or unit of study before or after

commencement.

You may choose to withdraw from a course or unit of study at any time by submitting a written
withdrawal request. The withdrawal must be submitted either by using the Student Withdrawal Form or
via email and should include the reason for withdrawal and the effective date. PEAK Training will
acknowledge all withdrawal requests within 3 business days. Refund eligibility will be assessed in

accordance with the refund clauses found in the policy.

If you have completed units of competency, you will be issued a Statement of Attainment for units
where competency has been achieved and all fees are paid. Certification will be issued within 30

calendar days in accordance with the Credential Policy.

Where appropriate the RTO Manager or delegate will contact you to discuss alternate arrangements to
course withdrawal:
e continue with your enrolment by providing you with additional learning support or

e defer the course to a later date.

Cancellation is the formal termination of a student’s enrolment by the PEAK, either initiated by the
student or PEAK due to defined circumstances (e.g. misconduct). The same process as withdrawals

applies however students whose enrolment is terminated due to misconduct, as defined in the Student
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Behaviour Policy are not eligible for a refund of fees paid.

4. Training, Assessment and Support

Online Learning Portal MyECC

If you enrol into an online course, you will be provided access to and study online through our e-learning portal
MyECC. When you enrol in your course, you will receive an email containing important information about your
studies including instructions on how to access MyECC and an induction video. Please watch the video and
read the instructions carefully to learn about the type of support available to you and how to navigate MyECC.
You will be invited to enter your email address or phone number to receive a 4-digit code to use to login and

create a password to access the Portal.

MyECC is where you can:
e Access the learning resources
e Access, complete and submit assessments for marking
e View your Training Plan with assessment due dates
o View assessment results and feedback
o View course progress
e See information and notices posted on the discussion board

e Contact your Trainer/Assessor via the discussion board

Please familiarise yourself with the e-learning Portal and your Training Plan when you commence your studies.
Also check all personal information is correct in your account. Please notify your Trainer directly if any changes

to your information is required or if you are unable to meet your assessment due dates.

Student Support

Once you are enrolled you will be allocated a qualified vocational Trainer/Assessor, who also holds an
Early Childhood qualification, to support you throughout your studies. You will receive your Trainer's
contact details and can contact you them directly Monday to Friday 8.30am to 4pm or via email with

any questions or for additional support.

Your Trainer and Assessor will support you through:

o fortnightly communication by email and/or phone

e training sessions

¢ individualised training and assessment plans

e assessment marking and feedback to guide ay resubmissions if required

¢ online and/or face-face work placement observation visits

e aclosed PEAK Training Student Facebook group — join here

o referral to external support agencies and professional counselling services if required.
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We recognise that there may be times when students experience difficulties in meeting course
requirements due to extenuating circumstances. If you find yourself in this situation, please notify your
Trainer/Assessor as soon as possible so they can work with you to identify appropriate support options
and help you successfully complete your course.

Assessments

Assessments are an essential part of engaging in study and must be completed successfully to progress
through and complete a qualification. To be awarded a Nationally Recognised Qualification, students must

demonstrate that they have achieved competency in all aspects of the qualification.

It is your responsibility to:
e Submit all assessments via the online student portal MyECC
e Complete at least one assessment task in one unit (quiz or theory task) within the first four weeks
of your course start date.
o Complete assessments by the due dates as outlined in your Individual Training Plan for each unit.
e Read and watch all the learning resources before attempting the assessment for each unit.
o Contact your Trainer/Assessor for support if you have any questions.

e Keep a copy of all assessments before you submit them.

Assessments at PEAK Training include:
e Quiz assessments
e Theory assessments
o Workplace assessments and

e Observation assessments

You may submit each quiz, theory or workplace assessment task up to three times at no additional
cost. If your first submission is deemed Not Yet Satisfactory, your Trainer/Assessor will provide clear

feedback and guidance, including relevant resources to support your resubmission.
If the assessment remains Not Yet Satisfactory after three attempts, you may be withdrawn from the

course. You may however request an additional submission at an extra cost per attempt, as outlined in

the fee schedule. This is at PEAK’s discretion.

Your Trainer/Assessor will aim to mark your assessment within two weeks when it is submitted by the due date.

Timeframes may vary depending on the volume of assessments received and your level of course activity.

Work placement Requirements for Early Childhood Education Qualifications
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Work placement is a mandatory assessment requirement for the Early Childhood Education and Care (ECEC)
qualifications, with recommended minimum hours. During work placement, you will apply the skills and

knowledge you have learned throughout your qualification in a real-life workplace.

The minimum required workplace hours for ECEC qualifications are:
e Certificate Ill in ECEC (CHC30125) 160hrs
e Diploma of ECEC (CHC50125) 280hrs.

You are responsible for finding a suitable workplace to complete your work placement. A suitable service is an
approved ECEC Service that meets all workplace requirements including:
e Required age range of children from 0-6yrs (No age requirement for Diploma)
e Required number of children
e Access to a Workplace Supervisor with minimum Diploma Qualification in ECEC and who
understands and agrees to their responsibilities to fulfill this role
e A PEAK Trainer/Assessor has deemed the service suitable for the purposes of work placement.
Note: PEAK Training will verify the suitability of the workplace for the purposes of work placement
using the workplace checklist and Workplace Agreement.

You are also responsible for notifying your Trainer/Assessor that you have secured a service and provide them
with the dates the service has agreed to accept you before you begin. DO NOT start your work placement
before you have informed your Trainer/Assessor and discussed what you are required to do. PEAK must
approve the location before the placement begins. Your Trainer/Assessor will work with your Workplace
Supervisor to monitor your progress, validate practical skills, and complete the required assessment

documentation.

If you are currently working in an approved ECEC service, you may be able to complete your work placement
in your service. If you are not already working in an approved ECEC service or do not have the opportunity to
complete your work placement in the service you are currently working in, then you will need to seek an
appropriate service and organise your own work placement. Please reach out to your Trainer/Assessor if you
require support to find a service.

If you are completing your work placement in your own service, please complete the Workplace Agreement
form and request a letter on the service letterhead from your Approved Provider stating the following:

o Employment start date to current date
e Days and hours employed each week

e Ages of children you work with

If you are completing your work placement elsewhere, please complete the Workplace Agreement form and the

Student Attendance Sheet to record your hours of work placement. This needs to be signed off by you and
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your workplace supervisor. This will then be verified by the PEAK Trainer/Assessor.

During work placement, you must comply with the service’s policies. This includes regarding the use of
personal devices. You must not use personal devices (phones, tablets, smart watches, or cameras) to
photograph, film, or record children during work placement

Assessment Appeal Procedure

If you wish to appeal against a decision regarding an assessment result, please contact your
Trainer/Assessor. If after discussing your result you still wish to appeal, you can contact the PEAK
Training Manager by completing and lodging the Assessment Appeal Form. Please attach all relevant

written assessment items originally submitted and email info@peaktraining.edu.au .

Any re-assessments will be marked by a different Trainer/Assessor and you will be advised in writing
by the PEAK Training Manager of the re-assessment outcome within ten working days from receipt of
the appeal. If the outcome of the re-assessment comes back as the same as the original result, you will

be provided with support by a Trainer/Assessor.
If you wish to appeal the re-assessment results you can lodge a written submission to the CEO of the

NSW Family Day Care Association within ten working days from the date of the written re-submission
result sent by the PEAK Training Manager.

Completion - Award of Qualification

FOR FURTHER INFORMATION PLEASE REFER TO THE APPEALS POLICY AND

PROCEDURE ON OUR WEBSITE.

When you have successfully fulfilled all the assessment requirements in line with the training package

of the qualification you are enrolled in, and all fees are consolidated, the appropriate qualification with a
full transcript will be issued.

If you have achieved one or more units of competency as part of an enrolment in a qualification-based
course but did not achieve all of the units of competency to receive the full qualification a statement of

attainment would be issued.

Please be advised that enrolment in a course does not guarantee certification. You are required to be

deemed competent in all units to be awarded your qualification.

Feedback and Evaluation
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At the end of your course, you will be invited to complete a Student Survey based to support PEAK Training to
continually improve and provide quality training and assessment. The survey will be included in your
congratulatory completion email and can be submitted anonymously. Your Qualification and/or Statement of
Attainment will be issued within 30 days of this email.

5. Courses and Qualifications

Individual Units

Individual nationally recognised VET units of competency may be studied separately to build specific skills or

gain a Statement of Attainment without enrolling in a full qualification.

PEAK offers the below individual units fully online and self-paced over a four (4) week period or in a one-day
face-to-face training session at PEAK’s Summer Hill training room or at a suitable time and place for a group of

people.

CHCPRTO025 Identify and report children and young people at risk

This unit equips individuals with the skills and knowledge necessary to identify and respond to signs of abuse,
neglect, or harm in children and young people.

The course builds knowledge and awareness of child protection responsibilities, helping participants to:

e Recognise signs of abuse and neglect, including emotional, physical, and sexual abuse, neglect,
domestic and family violence, and child-on-child abuse.

e Respond appropriately and support children and young people who may be at risk.

e Apply child protection principles in the context of age, gender, disability, culture, and sexuality.

HLTWHSO001 Participate in Work Health & Safety

This unit describes the skills and knowledge required for workers to participate in safe work practices to ensure
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their own health and safety, and that of others.

Key topic areas include:
e an overview of WH&S legislative responsibilities
e risk management and reporting systems
e safe work procedures

e training and supervision.

CHC30125 Certificate lll in Early Childhood Education and Care

This nationally recognised qualification is the minimum requirement to work with children in an ECEC service

and is designed for individuals commencing a career in the early childhood sector.

It prepares you for the role of an educator in a range of early childhood settings, developing the knowledge

and skills required to care for and educate children aged 0—6 years.

Employment opportunities for those completing the course include working in:
e Long Day Care
e Family Day Care
e Preschool
e Out of School Hours Care (OSHC)
e In Home Care, or

e As ananny.

Once enrolled you may commence employment in the sector while studying. If you wish to become a Family

Day Care educator however, you will need to complete this qualification before you can commence.

There are no entry requirements for this qualification and PEAK offers it online and self-paced within a 12-

month period. An extension may be granted if approved for up to 6 months at an additional cost.

There are 17 units in total, 15 core units and 2 electives with a minimum of 160hrs work placement in an

approved ECEC service.

Please Note HLTAID012 Provide First Aid in an Education and Care setting unit is completed through an
external registered training provider of the student’s choice and evidence of completion must be submitted to

PEAK Training within the first 3 months of enrolment.

Code Unit of Competence Field
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CHCECEOQ055 Meet legal and ethical obligations in children’s education and care | Core
CHCPRTO025 Identify and report children and young people at risk Core
CHCPRPO003 Reflect on and improve own professional practice Elective
Elective

CHCECEO039 Comply with family day care administration requirements

OR
CHCDIV001 Work with Diverse people
HLTAIDO12 Provide First Aid in an education and care setting Core
CHCECEO031 Support children’s health, safety, and wellbeing Core
CHCECEO032 Nurture babies and toddlers Core
CHCECEO033 Develop positive and respectful relationships with children Core
HLTWHS001 Participate in work health and safety Core
CHCECEO036 Provide experiences to support children’s play and learning Core
CHCECEO034 Use an approved learning framework to guide practice Core
CHCECEO035 Support the holistic development of children in early childhood Core
CHCECEO038 Observe children to inform practice Core
CHCECE037 Support children to connect with the natural environment Core
CHCECE030 Support Inclusion and Diversity Core
CHCECEO056 Work effectively in children’s education and care Core
CHCECEO054 Encourage understanding of Aboriginal and/or Torres Strait Core

Islander peoples’ cultures
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CHC50125 Diploma of Early Childhood Education and Care

This nationally recognised qualification prepares educators for leadership roles in ECEC services. It
develops advanced knowledge and skills to design and implement educational programs, support
children’s learning and wellbeing, and guide other educators while working within the requirements of

the National Quality Framework.
Entry into this qualification is open to individuals who hold:
o CHC30121 Cetrtificate Il in Early Childhood Education and Care (or its equivalent successor)

OR CHC30113 Certificate Il in Early Childhood Education and Care.

Alternatively, you may hold:

o An Australian diploma in Early Childhood Education and Care OR
o An Australian diploma or certificate Il in Children’s Services AND
o Demonstrate at least 12 months of cumulative employment (full-time equivalent) within the last

5 years in a regulated education and care service in Australia, supported by verifiable evidence OR
o Hold the CHCSS00147 Entry into Diploma of Early Childhood Education and Care.

Career prospects include:

o Educator or Room Leader

. Service Director / Supervisor / Manager
. Team Leader

. Family Day Care Coordinator

PEAK offers this qualification online and self-paced within a 18-month period. An extension may be
granted if approved for up to 6 months at an additional cost.

There are 15 units in total, 12 core units and 3 electives. There is a minimum of 280 hours of mandated

work placement in an approved service.

Code Unit of Competence Field
BSBTWKS502 | Manage team effectiveness Core
CHCECEO41 [ Maintain a safe and healthy environment for children Core

CHCECEO42 | Foster holistic early childhood learning, development, Core

and wellbeing

BSBTWK503 Manage meetings Elective

CHCECEO44 | Facilitate compliance in a children’s education and care | Core
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service

CHCECEO045 | Foster positive and respectful interactions and behaviour| Core

in children
CHCECEO43 [ Nurture creativity in children Core
CHCINMO002 | Meet community information needs Elective
CHCECE046 Implement strategies for the inclusion of all children Core
CHCECEO53 Respond to grievances and complaints about the service Elective
CHCECE047 Analyse information to inform children’s learning Core
CHCECEO48 Plan and implement children’s education and care Core
curriculum
CHCECE049 Embed environmental responsibility in service Core
operations
CHCECEO050 Work in partnerships with children’s families Core
CHCPRP003 | Reflect on and improve own professional practice Core
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APPENDIX A Student Code of Conduct

PEAK Training is committed to providing a safe, inclusive, respectful, and professional learning environment for
all students. This Code of Conduct outlines the standards of behaviour expected of students throughout their
enrolment and participation in training and assessment activities.

1. Respect, Inclusion, and Equity
Students are expected to:
= Treat all fellow students, trainers, assessors, staff, and visitors with respect, courtesy, and

professionalism.

= Embrace diversity and contribute to an inclusive environment free from discrimination, harassment,
vilification, victimisation, bullying, or threatening behaviour.

= Refrain from any behaviour that could reasonably be considered offensive, aggressive, or inappropriate.

2. Health, Safety, and Wellbeing
Students must:
= Adhere to all health and safety policies, instructions, and signage to maintain a safe and healthy

environment for all.

= Immediately report any hazards, incidents, injuries, or unsafe behaviour to a staff member.

= Take reasonable care for their own safety and the safety of others, including during work placements or
off-site training activities.

= Refrain from attending classes or placement while under the influence of drugs, alcohol, or medication
that may impair their capacity to participate safely.

3. Academic Integrity and Honesty
Students are expected to:
= Submit their own original work for assessment and comply with PEAK Training’s policies on plagiarism,

referencing, and academic misconduct.

= Not engage in cheating, collusion, contract cheating (submitting work done by others), use of
unauthorised generative Al tools without declaration, or falsification of records.

= Co-operate with all assessment conditions and integrity checks implemented by PEAK Training.

4. Communication and Digital Conduct
Students must:
= Communicate in a respectful, constructive, and professional manner in all verbal, written, and online

interactions.

= Avoid the use of offensive language, threats, discriminatory remarks, or any form of abusive or disruptive
behaviour.

= Use digital platforms, learning management systems, and email responsibly and in line with PEAK
Training’s policies on technology and social media.

5. Use of Facilities, Equipment, and Learning Resources
Students must:
= Use RTO facilities, tools, devices, and resources responsibly and for authorised purposes only.

= Avoid any acts of theft, vandalism, or intentional damage.
= Refrain from accessing or distributing offensive, illegal, or inappropriate content using PEAK Training
resources.

6. Dress, Presentation, and Personal Conduct
Students are expected to:
= Maintain a standard of dress appropriate to the training setting, especially in simulated or work-based

learning environments.
=  Wear required uniforms or safety equipment where applicable.
= Conduct themselves in a manner that upholds the professional and public reputation of PEAK Training.
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7. Compliance with RTO Policies and Staff Instructions
Students must:

Follow all applicable PEAK Training policies and procedures, including those relating to enrolment,
behaviour, academic progress, attendance, complaints, and appeals.

Comply promptly with reasonable instructions given by trainers, assessors, administrative staff, and
management.

8. Behavioural Misconduct and Consequences
Breaches of this Code of Conduct will be addressed under the Student Behaviour and Misconduct Policy and
Procedure. Depending on the seriousness of the breach, outcomes may include:

Formal warning

Entering into a Behavioural Agreement

Suspension from training

Cancellation of enrolment

Referral to authorities (in cases of illegal conduct)

Where possible, students will be provided the opportunity to respond to allegations before a decision is
made.

Acknowledgement

, acknowledge that | have read, understood, and

agree to comply with the Student Code of Conduct. | understand that breaches may result in disciplinary action
as outlined above and in the Student Behaviour and Misconduct Policy.

Signature: Date:
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APPENDIX B Fee Schedule

ACREDITED TRAINING

Fee For Service

CHC30125 Certificate Ill in Early Childhood Education and Care

17 Units of Competency. HLTAIDO12 - Provide First Aid in an education and care setting to be
completed externally through a registered training provider.

Course fee $3260 includes $200 non-refundable enrolment fee.

Instalment Payment Plan:

1. At time of enrolment: $950

2. At completion of 4t unit: $850
3. At completion of 7t unit: $850
4. At completion of 13t unit: $610

Students experiencing financial hardship can apply for an Individualised Payment Plan. This will be
assessed on a case-by-case basis at the discretion of the PEAK Training Manager.

CHC5125 Diploma of Early Childhood Education and Care

17 Units of Competency.

Course fee $5350 includes $200 non-refundable enrolment fee.

Instalment Payment Plan:

1. At time of enrolment: $1,250

2. At completion of 4t unit: $1,150
3. At completion of 7t unit: $1,050
4. At completion of 13t unit: $950
5. At completion of 15t unit: $950

Students experiencing financial hardship can apply for an Individualised Payment Plan. This will be
assessed on a case-by-case basis at the discretion of the PEAK Training ,Manager.

N.B. If a student has completed the Certificate 1l with PEAK Training and would like to enrol to study
the Diploma with PEAK Training, the $200 enrolment fee does not apply. The Diploma fee will be
reduced to $5150.
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Smart & Skilled Funding
CHC30125 Certificate Ill in Early Childhood Education and Care

Course fee varies from $1600 to $1950 (depending on whether any qualifications have been

completed previously)

Instalment Payment Plan if the course fee is $1600 (including $200 enrolment fee):

1. At time of enrolment: $200 enrolment fee is to be paid prior to the start of the enrolment
process

At completion of enrolment process: $300

At commencement of 5" unit: $400

At commencement of 8" unit: $400

o &~ D

At commencement of 14" unit: $300

Instalment Payment Plan if the course fee is $1950 (including $200 enrolment fee):

1. At time of enrolment: $200 enrolment fee is to be paid prior to the start of the enrolment
process

At completion of enrolment process: $450

At commencement of 5th unit: $500

At commencement of 8th unit: $400

o M 0D

At commencement of 14" unit: $400

Students experiencing financial hardship can apply for an Individualised Payment Plan. This will be
assessed on a case-by-case basis at the discretion of the PEAK Training Manager.

Credit Transfers

Course fees may be adjusted once credit transfers are granted. Students will be notified by PEAK

Training about these fee adjustments.

Course Extension Fee

A maximum course extension of 6 months can apply:
Option 1: 3 months block: $300
Option 2: 6 months block: $600

Document Re-Issue Fee - $75 per document

Assessment Submission — Fee Free: Up to and including 3 assessment submissions.

$75 per additional assessment submission: 4th and subsequent submissions
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STUDENT DECLARATION

Please complete, sign and email this student Declaration to info@peaktraining.edu.au

within one week of your course start date.

I, have read and understood the entire contents of the Student

Handbook, and agree to comply with its requirements.

Student’s Signature:

Date:

www.peaktraining.edu.au

RTO No: 90869
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