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WELCOME TO CHARLTON BROWN®

Today you start an experience of a lifetime. Each course has been carefully designed to give you
interesting and stimulating experiences that will assist your development personally and
professionally. You will be introduced to the theories and practices that will benefit you as you
start in your career as a carer.

You will be given opportunities to develop your communication skills. As a carer you will always
combine skills and safe practices, communicate with the primary care giver, be responsible for and
negotiating this important role. You need to have understanding of life span of human
development to relate appropriately to all.

Our trainers will give you assessments and ‘due by’ dates. Please be punctual. This will help you
to prepare for your career - You need to demonstrate the ability to be organised to be a carer and
be aware of time commitments.

CHARLTON BROWN?® has a reputation as a friendly place where staff and trainers time to know
the students and care for them. This is correct. We do care about you. If you are worried,
please see our staff and arrange an appointment if you need time to discuss your concerns. We
hope your time with us is exciting and rewarding. The time will pass very quickly. Make the most
of every opportunity.

ARTICULATION:

CHARLTON BROWN?® is proud to announce that our higher level courses such as Diploma and
above have received Credit Transfer or Articulation to Universities in Queensland — Griffith
University and Southern Cross University.

INTERNATIONAL OPPORTUNITIES:

CHARLTON BROWN® has been sending trained carers overseas to work for over 15 years and
developing this further with our Asian region. CHARLTON BROWN® has international partners
which can assist you to open the door to many opportunities for your future. We are developing an
international program where students can travel overseas and work in orphanages in Vietham and
the Philippines. This opportunity is extremely exciting and will enhance your understanding of the
world at our doorstep.

Consider travelling to Korea to work in Kindergartens after you have completed a Diploma of
Children’s Services as this is another option that you may wish to undertake.

A good philosophy to guide you to become an active, positive learner :

One thing you have enjoyed
One thing you have learned
Something that has made you smile

CONTACT DETAILS:

Address: Level 2/20 Wharf Street, BRISBANE
Telephone: 07 3221 3855 or 1300 616 643.
Website: www.charltonbrown.com.au

Email: info@charltonbrown.com.au
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CHARILTON BROWN®

QUALITY POLICY

CHARLTON BROWN® understands that people are our most precious resource in this world. Our
aim is to safeguard this resource by educating and placing carers who share our philosophy and
are committed to quality care. CHARLTON BROWN®is committed to the safety and well-being of
all who use our services. Staff are required to treat all people with respect and understanding,
whilst keeping them safe from harm at all imes. CHARLTON BROWN?® has developed a Code of
Conduct (Q2-14) and ensures that all staff adhere to same.

At CHARLTON BROWN?®, we are dedicated to providing comprehensive and practical training
courses that equip our participants with the knowledge, skills and experience to become world-
class carers.

Our placement service is focussed on finding suitably qualified and experienced carers to match
the needs of our clients, on casual, short-term, permanent basis for local and international
markets.

As tangible of evidence of our commitment to quality, we have implemented a quality management
system.

Our guality system provides clients with further assurance that we understand their needs and are
dedicated to providing the best possible services.

Management Mission Statements
To continue to seek out and embrace opportunities to grow and serve our community.
To actively participate in industry improvement strategies and initiatives.
To remain an employer of choice.

CHARLTON BROWN ® (Training) Mission Statement

To provide our students with professional, practical and positive learning experiences so they
become valued and productive care professionals serving the community.

CHARLTON BROWN ® Nanny Service (Employment) Mission Statement
To manage employment for qualified care professionals, nationally and internationally.
CHARLTON BROWN ® Nanny Service (Services) Mission Statement

To deliver superior care services through qualified care professionals, nationally and
internationally.

Kay Ganley
CEO
CHARLTON BROWN®
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ENROLMENT WITH CHARLTON BROWN®

STUDENT ID CARDS

Each full time student attending an accredited course will be issued with a CHARLTON
BROWN® Student ID Card. This card has the Queensland Rail (QR) logo which entitles
students to concessional rates on public transport. If you lose or misplace your Student ID
Card and wish to obtain a replacement card, you wil be charged $15.

COPYRIGHT

All training material and assessment booklets produced at CHARLTON BROWN® may not
be reproduced in any form without permission from the College.

MODES OF TRAINING

Students are provided with training learning materials and assessments throughout their
course. Students should be responsible for their own training materials as there is a fee
for the replacement of material.

Class
Scheduled course during which a qualified teacher lead the class through the topic and the
related assessments

Self Paced

The student works through the course materials at their own pace using Learning
Materials and are welcome to come to CHARLTON BROWN?® to classes, email trainers, or
call trainers.

Individual Tuition
This is undertaken for students who request some extra assistance as discussed with the
trainer. This must be booked in advance.

FEES

Students are required to pay fees as per Confirmation of Enrolment. Refunds are
available as per Refund Policy in Code of Practice at the end of this Handbook.

Once a student has commenced a course then the student is liable for the entire course
costs. The Student Registrar processes all payments and receipts, so please talk to the
Registrar if you have any concerns or need to make payments.

International Students — please note your visa is at risk for non payment of fees. Prompt
payment is essential so that CHARLTON BROWN?® does not contact DIAC to report this
visa issue.

If you require a replacement certificate. Please note there is a $30 fee.

CERTIFICATES CANNOT BE ISSUED UNLESS ALL FEES ARE PAID.
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CHARILTON BROWN®

CODE OF CONDUCT

ATTENDANCE:

Students who attend classes

You are required to attend all sessions, whether conducted on our premises, or located at
specialised venues. You must to notify the office in advance if you are unable to attend
any session. If you are ill you are required to provide a medical certificate. All students will
sign on at Reception.

International students

Under Standard 11 of the National Code 2007 CHARLTON BROWN® monitors attendance
following:
Standard 11.3
a. Requirements for achieving satisfactory attendance, which at a minimum, requires
overseas students to attend at least 80% of the schedule course contact hours.
CHARLTON BROWN® will allocate a Staff Member to overview the assessment of overseas
students.

All Students:

Industry Placements:

1. You must phone your Prac Placement early if you are unable to attend

2. You must then phone CHARLTON BROWN® Any absence must be made up. You are
required to uphold CHARLTON BROWN's excellent reputation during your Industry
Placement.

DRESS:

Smart casual attire is required for attendance at college and any off-campus CHARLTON
BROWN® activities.

For industry placement CHARLTON BROWN?® t-shirts are also a good idea. You can purchase
these from Head Office if you wish. Check with your Prac Placement for any special requirements.
Shoes should have flat, soft, non-slip soles. Long hair needs to be tied back to comply with
hygiene and safety standards. Long nails are unsuitable when working with babies and young
children. Keep nails clean and short.

During your time at CHARLTON BROWN?® you may be interviewed for positions and possible job
opportunities through our agency. These require you to present yourself to your best advantage.
Be careful to make the most of each opportunity. Present yourself well.

Remember: You never get a second chance at a first impression.
PUNCTUALITY, RESPECT, COURTESY:

Be punctual to all sessions. Punctuality is a reflection of consideration of others. Trainers
will commence class at the set time so please arrive prior to this time so you can settle in.

ATTITUDE AND BEHAVIOUR:

Practise a professional attitude and behave in a manner which depicts this attitude at all times.
While you are training at CBANC you are an ambassador for yourself and CHARLTON
BROWN®. The public judges CHARLTON BROWN ®on the image you project. Children look to
you as an example; a role model. The elderly and people with disabilities as with all people
deserve respect and courtesy. This is your opportunity to show prospective clients, employers,
how great you and your fellow students are.
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ENQUIRIES:

Our friendly staff are always willing to help you. Please remember is best to see staff during
break times. So please make sure you let them know you wish to talk to them and book some time.
Only in an emergency is it appropriate to leave a session or industry placement.

External students should leave a time and contact number for your tutor to return your calls. Emails
are a good option to contact your trainer as upon completion of teaching they can return your
email.

SMOKING:

Smoking is not permitted at CHARLTON BROWN®, or on any CHARLTON BROWN®
activity including Prac Placements and college visits. It is illegal in Queensland to smoke
inside buildings, restaurants and any public place. Smoking will restrict your job
opportunities and is a health hazard.

ASSESSMENT SUBMISSION:

All assessment material and Industry Placement Reports should be submitted by the
correct date. Ensure that all Assessment Cover sheets are signed by the student as
CHARLTON BROWN® will not accept unsigned cover sheets. All assessment must be
signed in at the front counter. Please ensure that a staff member notes all your
assessment pieces.

DO NOT GIVE ANY WORK TO A TRAINER WITHOUT SIGNING IT IN as there will be no
record of submission and the student will have to complete again.

Posting in — if you are posting in your assessments please ensure that you place itin a
traceable envelope and have retained a copy as CHARLTON BROWN® is not responsible
for any work that does not arrive. All work is kept until completion of the entire course so
the assessors can check all pieces to assess competency. All work is available for
collection upon completion of marking. CHARLTON BROWN® only retains work for 3
weeks after marking.

Work will be retained for 3 weeks after completion of marking and issuance of certificate.
Please collect your work prior to this or arrange for it to be forwarded to you.

SENSITIVITY AND RESPECT:

You are expected to interact positively, and display a warm and caring attitude. Never use
physical punishment or verbal aggression. Instant course cancellation will result from any action
that violates the dignity of the child or individual for who you have the responsibility of care. Further
action will be taken without hesitation where necessary.
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CHARILTON BROWN®

STUDENT SUPPORT

STUDENT WELFARE AND GUIDANCE SERVICES

All CHARLTON BROWN® students will have access to welfare and guidance services that
include:
Personal guidance — confidential guidance to help resolve personal problems
affecting your progress
Vocational guidance — to assist you to clarify your goals and to make the best
choice of units to achieve those goals
Educational guidance — for student experiencing difficulty in attaining their goals, a
resource teacher also can help with problems

CHARLTON BROWN® welfare and guidance services will offer non-judgmental,
confidential support to students, if required; the Academic Manager will aid the student in
finding external counselling service for further assistance.

International Students please note that your Overseas Health Cover has support that
includes counselling.

STUDENTS WITH DISABILITIES

CHARLTON BROWN®offers confidential support to students with disabilities. The college
aims to minimise any disadvantage of student with disabilities by providing special
services and assistance that will help the student with their studies. Your trainer will assist
in identifying any disabilities or difficulties that may affect your learning process. If
necessary, the trainers will adjust their training delivery style accordingly.
Assistance may include:
- Development of a learning support plan

Coordination of learning support

Options for course delivery and assessment arrangements

Referral to other agencies

Flexible attendance and delivery modes (not available for International students )

Alternative methods of assessment and examination support

LITERACY AND NUMERACY

Students need satisfactory literacy and numeracy skills to successfully complete courses.
Students who feel they require support are encouraged to state this upon enrolment on the
Language Literacy and Numeracy test. Our staff will assist you in devising strategies and
support to assist you through the course. In some cases, extra literacy courses may be
recommended.

SERVICES AVAILABLE (HEAD OFFICE):

CHARLTON BROWN® has supplied computers for use of students. There is also a
student kitchen where students can heat food, make tea / coffee and sit and talk. Tea,
coffee, milk and sugar as supplied. Please let us know when supplies run low.
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COURSE INFORMATION

VOCATIONAL PLACEMENT (PRAC)

All students undertaking courses under the Community Service Training Package are
required to show essential knowledge and skills. CHARLTON BROWN® assesses your
essential skills by placing you in the workplace.

CHARLTON BROWN® prefers to place you in a service near where you live. This is done
so that it is easy for you to make your way there and this may lead to opportunities for
work. You may be asked to complete a Student Prac Preference form so that trainers
know what services are in your local area. Our trainers will call and ask if you are able to
undertake your placement there. If you wish to contact them yourself let your trainer know.

Depending on the course that you are undertaking you will have to attain either a Police
Clearance or Working with Children Check (Queensland). You will have to purchase your
clearance from a Police Station or for child care students our Agency will assist you by
giving you the forms to complete. These will be forwarded by CHARLTON BROWN?® staff
for you. No cost in Queensland for students.

Note: each course has different attendance lengths but you are required to attend and
inform us of any non attendance

ASSESSMENT

As previously mentioned all work in submitted through being signed in at Front Counter or
via Mail. Each unit has an Assessment Cover Sheet which must be handed in with each
unit. Students must sign to state the assessment is their original work. Cheating and
Plagiarism can lead to the student being asked to leave the course.

Check the Marking Guide on the back of each Assessment Cover Sheet to ensure that
you have answered all elements of the assessment.

COMPETENCY BASED TRAINING

Each course has an Assessment Booklet that describes how competency based training
occurs and how you can be seen as competent.
If you do not receive one of these please contact CHARLTON BROWN?® office.

ISSUING CERTIFICATE

Certificates can only be issued to students whose fees are paid in full. Certificates and
Statement of Attainments are issued after students have been judged competent in both
written (essential knowledge) and prac (essential skills). They are issued within 15 working
days after the final piece of assessment has been marked as competent.

If you require a replacement certificate, please contact Administration on 3221 3855 or
email enrolments@charltonbrown.com.au ($30 fee applies)
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CHARILTON BROWN®
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ATTENDING CLASSES (HEAD OFFICE)

HOUSEKEEPING AT CHARLTON BROWN®:

Many hands make light work. Each student is required to leave work areas clean and tidy at the
end of each session. It is more pleasant to work together. For CHARLTON BROWN® college to
work smoothly we need everyone to keep the kitchen area clean and tidy after use. In your course
you may be asked to place your name on a cleaning roster for the day of your choice.

Carers need absolute diligence with regard to housekeeping chores. Demonstrate your expertise
while you are at CHARLTON BROWN® and we can be assured of your competence in this area.
We cannot recommend unpleasant folk whose attitudes are apparent in their interactions during
their training at CHARLTON BROWN. This is a basic competency in the world of work.

KITCHEN HYGIENE

Clear the tables and benches

Clean table and benches with a clean dish cloth using hot soapy water

Scrape dishes and rinse clean then stack at side of sink for washing

Wash down sink

Fill sink half full with hot soapy water

Wash glasses first, then crockery followed by cutlery and lastly wash saucepans and pots
Rinse all washing up in clean water

Dry washing up with a clean, fresh tea towel

Place all washing up away in appropriate places

Keep dish cloths / tea towels clean
Use a clean cloth/ tea towel for each wash up

Wash the dish cloth well after each wash up by pouring boiling water over it and hanging it out
to dry

Use dish cloths only for dishes and wiping down tables and benches

Clean spills immediately from floors

Use a mop or floor clothe to clean up spills

Sweep up crumbs with a broom

Clean mops in clean hot soapy water after use and leave to dry in the sun

Dry hands on personal hand towel
Replace dirty towels regularly

Ensure benches and chopping boards are clean before use
Clean boards and all areas used for preparing raw meat before preparing other foods on them
Clean the cutting knife in hot soapy water after cutting raw meat

CHARLTON BROWN?® supplies tea, coffee and milk. It is difficult on occasions to keep up
with the demand, so if you notice that any of these stocks are getting low, please inform
Reception. It is not always possible for CHARLTON BROWN?® staff to leave the building to
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purchase milk so we would appreciate your assistance in collecting eyofiom the staff and
walking to the corner shop to purchase milk.

BIRTHDAY CAKE AND KITCHEN ROSTER (NANNY AWARD)”

Look carefully at your timetable.

Choose a date to present your birthday cake.

Choose a time for being responsible for cleaning the kitchen.
Reminder
| will present my birthday cake on:  .......... [, [,
| will do my Kitchen Duty on: U S S

Birthday Cake Presentation requires you to make and bring to CHARLTON
BROWN?® the cake for you Birthday Party Assignment and to give an oral
presentation on your choice of the particular cake and theme it fits.

Kitchen Roster requires you to make sure that the glasses and mugs are washed and put
away before you leave in the afternoon. The benches and tables are wiped. Use the
CHARLTON BROWN® Procedures and Practices as you carry out these duties.

FIRE EVACUATION:

All students should make themselves aware where the Fire Exits are located. There are
signs on the roof of every building showing exits and every room has a fire exit plan. An
essential element of the orientation is that all students are shown where the fire exits are
located. At 20 Wharf Street, the fire exits at the entry to the college and to the left of the
lifts in the foyer.
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CHARILTON BROWN®

STUDENT SAFETY

SAFETY ON CAMPUS

Get to know the layout of your campus including safe paths and exists

Report anything suspicious occurring in or around the campus

Report any threatening behaviour where possible

Do not leave valuables such as wallets or mobile phones unattended

Avoid isolated areas and move around campus with other students where possible
Avoid leaving the campus alone

SAFETY ON TRANSPORT

Use a timetable to play your travel and avoid unnecessary delays
Choose well lit busy areas rather than dark quiet spots

Travel close to the guard or driver

Where possible exit transport into well lit busy areas

Be aware of who is around including who gets off with you
Consider carrying a person alarm

SAFETY ON THE STREET

Stay alert as awareness is your best defence

Cross the street if you feel unsafe

Be Confident and aware of your surroundings

Keep to well lit major roads and paths at night, do not take short cuts through parks

If approached for money advise you have no cash, avoid eye contact and move toward
other people

If you are being followed change direction and seek a safe place

Keep personal items such as wallets and bags close to your body or out of sight

Have your keys ready to quickly enter your home or car.

SAFETY WHILST DRIVING AND PARKING

Make sure you have enough fuel to reach your location

Do not respond to aggressive behaviour and avoid eye contact with others
Drive your car with doors locked and windows closed at all times

Keep valuables out of view

Park in well lit areas

Car parks with an attendant are best

GENERAL SAFETY STEPS TO TAKE RIGHT NOW

Take the time to consider where you might be at risk and what steps you can take to
make it safe

Program the emergency number 000 into your mobile phone

Tell people where you are going and what time you will return

Avoid carrying non-essential items such as passport and too much money

Report any incident to police or campus staff
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INTERNATIONAL STUDENTS (ON SHORE)

ATTENDANCE:

As previously mentioned, International students must attend a minimum of 80% of
allocated course schedule. CHARLTON BROWN?® is obligated under the National Code
2007 to report non attendance.

MONITORING PROGRESS:

As part of Student Visa conditions student must maintain satisfactory course progress
within the given timeframes for the course.

DEPENDENT CHILDREN:

All International students who have dependent children in Australia must ensure that they
attend school. Under the National Code 2007, CHARLTON BROWN® is required to
ensure that children attend school, failure to of children to attend school will be reported to
DIAC and may put visa at risk.

OVERSEAS STUDENT HEALTH COVER (OSHC):

All international students are required to have this health cover in order to hold a student
visa. The Student Registrar can arrange for your cover prior to arrival. Staff are willing to
advise where local doctors are located to enable students to attend as required.

ACCOMMODATION:

CHARLTON BROWN® has a preferred accommodation agency that provide home stay
accommodation in Brisbane. Please see Student Registrar or Reception for details.

CHANGE OF ADDRESS:

Notification of a change of address must be made to the following:
1. CHARLTON BROWN® head office
2. Department of Immigration and Citizenship (DIAC)
3. Your bank, telephone company, electric company and
4. Overseas Student Health Cover (OSHC).

WEEKLY COST OF LIVING IN BRISBANE:

Below is a guide only and costs may vary depending on specific living conditions. Please
note that the costs below are estimated on a person in a shared 2 bedroom unit.

Weekly Expenses Cost
Rent (in 2 zone area, approx $320/week) $160
Food (own cooking) $100
Transport (weekly bus ticket 2 zones) $12
Electricity ($150 every 3 months) $10
Gas (if applicable, stove only) $5
Telephone (local calls only) $15
Education $10
Total Expenses $324
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CHARILTON BROWN®
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VULNERABLE CLIENTS POLICY

INTRODUCTION:

CHARLTON BROWN®o is committed to the safety and wellbeing of all clients including children,
young people and the elderly who use its services. CHARLTON BROWNo staff will treat all people
with respect and understanding at all times and take action to ensure they are kept safe from
harm. Creating safe and friendly environments for all is a central focus of the CHARLTON
BROWN®b risk management plan. Staff, consultants, students, nannies and carers should be
aware of potential hazards to all clients and take steps to remove or minimise hazards.

RESPONSIBILITY:

All staff should recognise and accept their responsibility for protecting clients in our care.
PRINCIPLES:

This policy applies to:
Recruitment and selection of staff (carers, administration, management and trainers)
Daily practices of carers

PROCEDURE:

1. All clients to be treated with respect

2. Staff should create a physically and emotionally safe environment where the client in nurtured
and never harmed.

3. If staff suspect any harm to a person in their care they must contact the Agency Manager,
Director or Academic Manager

STANDARDS:

Language
No swearing or use of bad language
All language should reflect a non biased approach to gender, religion, race ...
Use moderate tone when speaking to clients

Physical contact
All contact should be appropriate to the task

Professional relationships
All relationships to be professional for quality care outcomes
Carers should avoid discussing personal issues except when they relate to quality care
Personal relationships should not interfere with the work environment

Behaviour Guidance
Carers should use positive reinforcement techniques
Carers are never to harm — physically, emotionally, sexually or by neglect.
No Smacking
No Shaking
No Humiliation (e.g. name calling, labelling, denigrating...)
No Omission (e.g. food deprivation, medical assistance...)
Dress standards
No provocative clothing should be worn in a caring situation
Foot wear should be appropriate to reduce risk of falls and harm from falling objects etc
Appropriate sun safe measure should be taken (hat, sunscreen, sunglasses etc)
Jewellery should be kept to a minimum to reduce risk of damage to body parts.

BREACHES OF THE STANDARDS:

Any breaches of the above standards will result in disciplinary action. Any proven cases of abuse
will result in instant dismissal and will be reported to the appropriate authority.
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RPL POLICY

Recognition of prior learning (RPL) is generally known as the process by which individuals
can have their prior qualifications and informal learning recognised formally through
assessment. Recognition of current competence has been the term used for individuals
who want the skills and knowledge that they are currently using for a particular job/role
recognised against the competency standards.

The RPL process of gathering evidence to assess an individual against competency
standards in order to determine whether they have achieved, through informal, formal,
past or present learning and experience, the required competence for a particular job role
or for recognition toward a formal qualification.

CHARLTON BROWNe acknowledges that the RPL process can be very involved therefore
interviews and visual assessment of competencies have been devised as part of the
process. This will assist you in understanding what is required and the assessor in
gathering evidence of your current skills.

These processes are particularly useful for someone who is operating at a particular level
and who wants to identify that they have the required skills and knowledge for a
gualification. Once the process has occurred then any skill gap training requirements can
be identified. CHARLTON BROWN?® can assist you in completing this training.

In order to be assessed it is important to firstly do a thorough self-assessment against the
competency standards for which you wish to gain recognition. Part of this self-assessment
process will involve gathering evidence that you have achieved the requirements as
outlined in the competency standards. You should include relevant documentation such as
gualifications, courses completed and evidence of work achievements. Once this has been
completed and you believe that you fulfil all the requirements contact CHARLTON
BROWN®. CHARLTON BROWN?® will then verify your evidence to confirm that all
requirements have been met and will be able to issue the relevant award, qualification, or
credit towards either of these.

Fees: The RPL process takes time and requires a qualified assessor to undertake the
verification of the evidence that you provide. Charges will vary depending on the course
you wish to be assessed. Any units that need to be completed to attain qualification will
be at a set price.

Please contact Student Administration for RPL Application Kit

FOR INTERNATIONAL STUDENTS:

If the college grants the student course credit which leads to a shortening of the student’s
course before the student visa is granted, the Confirmation of Enrolment will indicate the
actual net course duration for the course.

If course credit is granted after the student visa is granted, the change of course duration
will be reported to DEEWR via PRISMS within 14 days after the event as specified under
Section 19 of the Education Services for Overseas Students Act 2000 (Cth) (the ESOS
Act).
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CHARILTON BROWN®

ACCESS AND EQUITY

CHARLTON BROWN@ is fully committee to Access and Equity across the full range of
services offered, within the constraints of locations and available resources. The Access
and Equity policy as identified for vocational education and training will be continuous
implemented and reviewed for possible improvement.

Consequently, CHARLTON BROWNe makes every endeavour to meet the needs of
individuals, and the community as a whole through the fair allocation of resources and the
right of equality of opportunity without discrimination.

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

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

We will attempt to achieve the above through:

- Being aware of our industry and community needs through participation in a number of
organisation throughout the community;
Market our services in a non-discriminatory, inclusive and welcoming manner;
Ensuring that access to staff and professional development to assist trainers and
managers who deliver or assess courses for under-represented groups; so that
Applying approved government policies that assist the client by waving additional
prohibitive costs and charges or sourcing additional funding where required;
Ensuring that access and equity issues are considered during curriculum and
assessment development
Providing access to staff and professional development to assist trainers and
managers who deliver or assess courses for under-represented groups; so that
Trainers can develop additional skills to work with clients with differing learning
requirements; and
Formulating, implementing and reviewing our operational policies and strategic plans
and subsequently evaluating the aims, objectives and delivery of our programmes and
services on a structured scheduled, as well as on-going basis.
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PRIVACY AND CONFIDENTIALITY

CHARLTON BROWN®e is understands its obligations under the Privacy Act 1988.
Personal information about students is not divulged without the approval of the student.

The reasons for gathering information are
- To be able to contact the student

To understand educational background

To assist with personal needs whilst on course

To assist with industry placement

To ensure that the student is healthy enough to undertake practical elements of the

course.

To assist to gaining employment

This information is not shared with any person without the specific approval of the
student. All information is stored in student files and on the data base. Access to data
is limited to CHARLTON BROWNe staff. Students are able to access their information
at any time. If any information changes during the course, students should inform
CHARLTON BROWN?® staff so their data can be maintained.

INTERRUPTION OF STUDIES (DEFERMENT)

Students who wish to defer their studies must first speak to the Student Registrar.
Students must apply in writing to the Academic Manager stating the reasons for the
deferral which will need to be approved by the Academic Manager. Prior to applying to
defer their program students must ensure that they have paid any library fines and have
returned all library resources to the library.

Deferral of studies by international students is permitted only in compassionate or
compelling circumstances such as serious illness, death in the family or for some other
reason. Students will be required to provide evidence of the compassionate or compelling
circumstances.

INTERNATIONAL STUDENTS (ON SHORE)

International students must request Department of Immigration and Citizenship (DIAC)
leave of absence approval. Approval will only be given based on the following
circumstances:

Serious illness (supported by a medical certificate)
Compassionate grounds (beyond the control of the student)

International students may only apply for deferment of commencement according the
National Code 2007 Standard 13.2.

DOMESTIC STUDENTS

Your leave of absence will not be grated if you outstanding fees and charges. Leave
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CHARILTON BROWN®

CODE OF PRACTICE Q3-4-7

INTRODUCTION

CHARLTON BROWN?® offers training for students who are interested in working as carers.
CHARLTON BROWN® has an international reputation in training quality carers for
Australia, and overseas. As CHARLTON BROWN?® delivers training from the National
Community Services Training Package, the qualifications are Nationally Accredited and
allow graduates to work in all areas within industry. Students may enrol in a complete
Certificate, Diploma or Advanced Diploma Courses, or in specific units. In line with the
Australian Quality Training Framework (AQTF), students are awarded Certificates or
Diplomas on successful completion of the particular course or a Statement of Attainment
where specific units are obtained.

To continue to meet the specific requirements for students wanting to work as carers,
CHARLTON BROWN offers a Nanny Award which includes Senior First Aid, Safe Driving
Practices, Life Saving and Aquatic Safety, Self Defence (Personal Protection) and
Professional Nanny Studies. Separate awards are issued on successful completion of
each of these units.

CHARLTON BROWN® expects all staff and students to treat people with respect and
dignity and act as professionals in their chosen field of expertise.

AIMS AND OBJECTIVES

CHARLTON BROWN?® aims to train people who are employable for carer duties for both
the Australian and international market. The training is aimed at providing students with a
sound knowledge of childcare work, nannying, aged care work, disability work, welfare
work and community services management procedures and skills necessary to gain
employment in these fields.
The objectives are:

To provide participants with knowledge of the work environment

To equip participants with the knowledge, skills and attitudes to obtain and maintain
employment as a nanny or carer

To encourage participants to pursue the acquisition of further knowledge and skills
throughout their lives

CHARLTON BROWN®QUALITY POLICY:

CHARLTON BROWN © understands that people are our most precious resource in this
world. Our aim is to help safeguard this resource by educating and placing carers who
share our philosophy and are committed to quality care. CHARLTON BROWN?® is
committed to the safety and well-being of all who use our services. Staff are required to
treat all people with respect and understanding whilst keeping them safe from harm at all
times. CHARLTON BROWNF® has developed a Code of Conduct (Q2-14) and ensures that
all staff are to adhere to.

At CHARLTON BROWN?®, we are dedicated to providing comprehensive and practical
training courses that equip our students with the knowledge, skills and experience to
become world-class carers.

Our placement service is focussed on finding suitably qualified and experienced carers to
match the needs of our clients, either on a casual; short-term; permanent basis or live-in
and live-out positions.
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As tangible of evidence of our commitment to quality, we have implemented a quality
management system in accordance with AQTF. Our quality system provides students and
clients with further assurance that we understand their needs and are dedicated to
providing the best possible services.

TRAINING:

Throughout training, students are involved in a combination of theory (off the job) and
practice (on the job) sessions. Qualified trainers present the content using a variety of
training methods taking into account different learning styles, and the specific needs of
adult learners. CHARLTON BROWN® staff are qualified and available to discuss the
provision of special requirements of specific students throughout the duration of their
training.

NATIONAL COMPETENCIES:

In Australia, National Competency Standards were developed so that students and
industry would focus on the skills needed for particular work rather than on the years
studied or academic knowledge possessed. The Standards describe the range of skills
that must be demonstrated by a person wanting to work in a particular occupation at a
particular level. National Competency Standards are recognised throughout Australia

ASSESSMENT:

CHARLTON BROWN® recognises the complexity in assessment of competencies in the
Community Services Industry, and takes into account the interrelationship of duty of care,
ethical behaviour, and personal values in the context of provision of high quality service to
children, our older people, people with disabilities and others in need of assistance.
CHARLTON BROWN?® adheres to the guiding principles and procedures for conducting
assessment as outlined in ANTA Assessment Guidelines CHCO2.

Assessment involves the provision of evidence of competence. This may be indirect
evidence (off the job) or direct evidence (on the job). Assessment is not graded. It is either
C = Competent or NYC = Not yet Competent. Students are given the opportunity to be re-
assessed (up to three attempts). If the student is unsuccessful there is opportunity to re-
enrol in the unit, accepting a re-enrolment fee.

International students studying in Australia must successfully complete all units and will
need to apply for special consideration if required as under Standard 10 (National Code
2007) progress must be maintained.

Domestic students have 12 months after completing classes to submit all work. Failure to
do so will mean that the student will need to reapply for the course and fees may apply.
The student will not be classified as studying after this date.

Results are recorded indicating the date of assessment, competency achieved (C/NYC),
date of RPL (where applicable), and initials of assessor.

Students have 3 weeks after successfully completing the course to collect their work or to
arrange for collection.

Students have a maximum period of four weeks in which they can appeal against their
results, including RPL assessment.

Certificates and Statements of Attainment are issued within 15 days of successful
completion of the course. This includes all marking and practical assessments. These
documents are forwarded by post.

According to the Training Act, certificates cannot be issued until full course fees have been
paid.
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CHARILTON BROWN®

TRAINING PACKAGE REVIEW:

Training Packages are living documents. Changes are periodically made to reflect the
latest industry practices. When a Training Package changes students can opt to change to
the new version or complete on the old version. Students have 12 months to complete
their qualification or transfer to the new Package.

RECOGNITION OF PRIOR LEARNING (RPL) CREDIT TRANSFER:

Applicants, who consider that they are already competent in any unit, or part of unit, shall
be granted RPL upon assessment of evidence of their skills and their knowledge. Students
are given the opportunity to apply for RPL prior to commencing and upon commencement
of course. Students applying for RPL will be required to meet an RPL fee. Credit Transfer
will be granted to applicants who provide certificated evidence of qualifications including
AQF qualifications and Statements of attainment from RTOs.

International students studying in Australia - Under Standard 12 (National Code 2007) any
credit granted will reduce the net length of the course and the visa allocation. If a student
applies after commencing then CHARLTON BROWN® will notify any changes to PRISMS
under section 19 of the ESOS Act 1991 which will impact on the student’s visa allocation.

COMPLAINTS AND APPEALS:

CHARLTON BROWN?® endeavours to deal with issues as soon as they arise, in order to
avoid further disruption, or need for formal complaint. If students have a complaint with any
aspect of their training, they are encouraged to speak immediately with the trainer to
resolve the issue. If the student is unsatisfied that the issue has been resolved, he/she
may write to the Director setting out the issues of concern in detail. The student may also
request an interview with the Director. On occasions an Industry Representative may be
invited to act as a third party, in order to negotiate a satisfactory resolution. If the issue
remains unresolved, students are advised that they may wish to take their grievance
through legal avenues, the Anti-Discrimination Board, Consumer Affairs, or other relevant
bodies. CHARLTON BROWN® has arranged for student support in these areas via
Australian Council of Private Education and Training (ACPET).

FEE STRUCTURE AND REFUND POLICY:

Fee for service students pay a $150 enrolment fee. This is a one-off non refundable fee

payable upon enrolling for a course. A deposit of $500.00 is required within 7 days of

receiving confirmation letters from CHARLTON BROWN®.

Remaining amount may be paid by:

1) A discount is offered for payment of course prior to commencement (does not apply to
upgrades)

2) An up-front payment by the end of day one of the course

3) Tailored payment plan — fees to be paid by completion of course (Administration fee
applies — Limited places available)

Under the Training Act, certificates cannot be issued until full payment of fees has been

made.

If the CHARLTON BROWN?® cancels a course in which the student is enrolled, and for
which the student has paid a deposit, the student will be entitled to a full refund or transfer
to another course. In the event of a student being unable to complete the course of study
in a given period of time, for reasons that are acceptable to the college Director, the
student may resume studies and assessment within 12 months from the approved date of
cessation of studies. The resumption of studies is dependent on payments for course/unit
having met the college guidelines. If resumption of study is more than the allowed 12
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month period, application is to be made in writing and will be assessed by the Director
(students may be required meet additional costs). The original course of study undertaken
by the student may change due to the regular review of Training packages therefore the
student may be required to undertake different training and costs will be incurred.

A fee for Recognition of Prior Learning, (assessment by a qualified RPL assessor), has
been established which takes into account the cost of the service.

CHARLTON BROWN® safeguards fees paid by participants. A separate holding fund
account is in place to hold pre-paid course fees including deposits paid for future courses.
CHARLTON BROWN demonstrates its commitment to quality and care of their students by
being part of the Australian Tertiary Assistance Scheme and Overseas Tertiary Assistance
Scheme which ensures your course continuation and that of students around Australia.

Enrolment Fee Non-refundable

Visa refused prior to course commencement Full refund

Withdrawal at least 2 weeks prior to agreed start date Full refund*

Withdrawal less than 2 weeks prior to agreed start date $250 plus 5% total course*
Withdrawal after the agreed start date No refund

Visa cancelled due to actions of the student No refund

Course withdrawn by College Full refund including enrolment fee
The College is unable to provide the course for which the

original offer was made Full refund

Visa extension is refused Return of unused tuition fees*

Refund of unused tuiton fees (of the following term/s)*
(Notification of Withdrawal from Studies must be received 2 weeks prior to term
commencement by Student Administration*)

Withdrawal from study - current students ( not including
English Language Studies' students)
Compulsory Health Insurance (Student Visa holders only) Refer to OSHC provider

* Refunds granted may incur an education agent's fee
** Except “Visa refused prior to course commencement”

TRAINEESHIP FEE STRUCTURE (ONLY):

a. Government funded programs follow the guidelines as per contract (cost- nominal
hours per unit)

b. Fees can be paid via cash, cheque, credit card, EFTPOS

c. Refund is available for units paid for and not commenced upon withdrawal from the
course or a partial refund is available for those who have commenced a unit but not
completed.

FINANCIAL ASSISTANCE (AUSTRALIAN DOMESTIC STUDENTS):

Insert Youth Allowance: Financial assistance to eligible students under 25 years of age.
Contact Centrelink on 132490 or http://www.centrelink.gov.au

Austudy: Financial assistance to eligible students over 25 years of age. Contact Centrelink
on 132490 or http://www.centrelink.gov.au

Abstudy: Financial assistance to eligible Aboriginal and Torres Strait Islander people.
Contact Centrelink on 132490 or http://www.centrelink.gov.au

Payment plans: See previous section. Contact Student Registrar on (07) 3221 3855 or
info@charltonbrown.com.au

EDUCATIONAL STANDARDS:

CHARLTON BROWN © has adopted policies and management practices which maintain
high professional standards in the marketing and delivery of vocational education and
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CHARILTON BROWN®

training services, and which safeguard the interests and welfare of participants.
CHARLTON BROWN*® maintains a learning environment that is conducive to the success
of participants. The college has the capacity to deliver nominated courses and to provide
facilities and also uses appropriate methods and materials.

MARKETING:

CHARLTON BROWN® markets vocational education and training courses with integrity,
accuracy and professionalism, avoiding vague and ambiguous statements. In provision of
information, no false or misleading comparisons are drawn with any other provider or
course.

STUDENT INFORMATION:

CHARLTON BROWN © provides accurate, relevant and up-to-date information prior to
commencement. This includes

Copy of Code of Practice

Admissions procedures and criteria

Copy of refund policy

Total costs/fees to participants

Certification to be issued to the participants on completion or partial completion of the
course.

Competencies to be achieved by participants

Assessment procedure

Students are able to access their academic record upon request

Facilities and equipment and

Student support services

RECRUITMENT:

Recruitment of students is conducted at all times in an ethical and responsible manner and
consistent with the requirements of the curriculum. The College ensures that student
selection decisions comply with equal opportunity legislation. Appropriately qualified staff
assess the extent to which the applicant is likely to achieve the stated competency
standards and outcomes of the course, based on the applicant's qualifications and
proficiencies.

WORKPLACE HEALTH AND WELFARE POLICY:

It is the policy of CHARLTON BROWN?® to conduct its activities in a way that, as far as
possible protects the health and safety of all people at the workplace and actively
promotes safe working practices.

In order to support this policy CHARLTON BROWN® will:

Comply with all relevant legislation and statutory requirements, codes of practices and
industry standards

Promote health and safety awareness and the development of safe working
procedures

Provide information, training and instruction and adequate protective equipment,
where necessary

Maintain an effective accident, injury and hazard reporting system
- Maintain all equipment in safe working order.
Employees, clients and visitors are expected to:

Comply with all relevant legislation and statutory requirements, codes of practices and
industry standards
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Where necessary, wear appropriate protective equipment
Report all accidents, injuries and hazards

EQUAL OPPORTUNITY:

CHARLTON BROWN® will ensure that all workers have an equal chance to seek and
obtain employment with the organisation. The organisation recognises that the equal
employment opportunity target groups identified in the legislation are:

Indigenous Australians
People with disabilities
People from non-English speaking backgrounds

CHARLTON BROWN® will select all workers on the basis of merit. Judgements about
people will be made on the basis of their ability to carry out the specified duties of the
position they are applying for.

INTERNATIONAL STUDENTS STUDYING IN AUSTRALIA:

CHARLTON BROWN *® has a policy in place which deals with international students and
which complies with the Education Services for Overseas Students (Registration of
Providers Financial Regulations) Act 1991 and The National Code 2007.

INTERNATIONAL STUDENTS STUDYING OVERSEAS:

Students undertake CHARLTON BROWN °© courses in other countries work in line with
AQTF 2007 and quality standards established and maintained by CHARLTON BROWN®

ENTRY REQUIREMENTS:

Australian Domestic Students

Minimum age seventeen in accordance with the Child Care (Child Care Centre)
Regulations Act 2002 (Note: The College Director has discretion to accept entry of any
student under the age of seventeen).

Completion of year 10 with at least a sound achievement in an English subject.
Successful completion of a police clearance or Working with children Blue Card
Medical Certificate attesting to the student’s good health.

- Successful reference check

International Students studying in Australia
Minimum age of eighteen

Appropriate level of education, including English language comprehension (IELTS 5/
5.5 or equivalent)

Appropriate visas

- Health cover

International Students studying overseas
Minimum age of eighteen

Appropriate level of education and English language to be able to complete the course
successfully
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CHARILTON BROWN®

ESOS FRAMEWORK FOR INTERNATIONAL
STUDENTS

The Australian Government wants overseas students in Australia to have a safe,
enjoyable and rewarding place to study. Australia’s laws promote quality education and
consumer protection for overseas students. These laws are known as the ESOS
framework and they include the Education Services for Overseas Students Act 2000 (Cth)
(the ESOS Act) and the National Code.

Protection for overseas students.

As an overseas student on a student visa, you must study with an education provider and
in a course that can be found on the Commonwealth Register of Institutions and Courses
for Overseas Students (CRICOS) at http://cricos.deewr.gov.au. CRICOS registration
guarantees that the course and the education provider at which you study meet the high
standards necessary for overseas students. Please check carefully that the details of your
course including its location match the informa tion on CRICOS.

Your rights .

The ESOS framework protects your rights, including:

- Your right to receive, before enrolling, current and accurate information about the
courses, fees, modes of study and other information from your provider and your
provider’'s agent. If you are under 18, to ensure your safety, you will be granted a visa
only if there is arrangements in place for your accommodation, support and welfare.
Your right to sign a written agreement with your provider before or as you pay fees,
setting out the services to be provided, fees payable and information about refunds of
course money. You should keep a copy of your written agreement.

Your right to get the education you paid for. The ESOS framework includes consumer
protection that will allow you to receive a refund or to be placed in another course if
your provider is unable to teach your course.
Your right to know:

0 How to use your provider’'s student support services;

Who the contact officer or officers are for overseas students;

If you can apply for course credit;

When your enrolment can be deferred, suspended or cancelled;

What your provider’s requirements are for satisfactory progress in the

courses you study;

o If attendance will be monitored for those courses;

o What will happen if you want to change providers; and

0 How to use your provider's complaints and appeals process.

Your responsibilities.

As an overseas student on a student visa, you have responsibilities to:

- Satisfy your student visa conditions;
Maintain your Overseas Student Health Cover (OSHC) for the period of your stay;
Meet the terms of the written agreement with your provider;
Inform your provider if you change your address;
Maintain satisfactory course progress;
If attendance is recorded for your course, follow your provider’s attendance policy; and
If you are under 18, maintain your approved accommodation, support and general
welfare arrangements.

© O 0O
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Contact details.

Who? Why? How?
CHARLTON BROWN® For policies and procedures | Speak with CHARLTON
that BROWN® .
affect you Go
www.charltonbrown.com.au
Department of Education For your ESOS rights and www.aei.dest.gov.au/esos
Science and Training responsibilities ESOS Helpline +61 2 6240
(DEST) 5069
Email
esosmailbox@deewr.gov.au
Department of Immigration | For visa matters www.immi.gov.au
and Citizenship (DIAC) Phone 131 881 in Australia
Contact the DIAC office in
your country.

CHARLTON BROWN © staff.

Students are our clients and must be treated with respect at all times. Students who have
travelled from another country to study at CHARLTON BROWN® must be supported
during their time with us. It is vital that any person in contact with a student listen and refer
the student to the appropriate person.

All international students are given the emergency contact number. If you have the phone
at this time you should contact their support person who can follow through. If unsure who
this person is then contact the Student Registrar who will refer you to the correct staff
support officer.

Support Officers.

Issues or questions about visas, enrolment etc is to be referred to the Student Registrar.
Trainers/assessors who are working with the students are the support officers as well as a
gualified Welfare Officer.

Support Officers should.
Read National Code 2007.
Listen to student’s problem or concern.
Contact appropriate person in relation to the issue.
If critical incident (death, accident) then the Chief Executive Officer or person
authorised by the Chief Executive Officer must be contacted immediately to start the
Critical Incident Procedure.
Make themselves aware of the appropriate organisations for each student - information
in the Multicultural Resource Directory give information about contacts to assist the
student.
Be aware of the student visa requirements —
o 20 hours per week attendance (includes practical vocational placements).
0 Attendance maintained at 80%.
o Can work 20 hours per week.
0 Must maintain regular submission of assessments.
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CHARILTON BROWN®

LEGISLATION

The legislation which may be applicable to persons employed by, attending/ training at, or
visiting CHARLTON BROWN are listed below:

GENERAL LEGISLATION:

Corporations (QLD) Act 1990

Business Names Act (QLD) 1962

Business Names Regulation (QLD) 1998

The Privacy Act 1998

Privacy Amendment Act 2002

Vocational Education Training and Employment Act 2000
Vocational Education Training and Employment Regulation 2000
Workplace Health and Safety Act (QLD) 1995

Workplace Health and Safety Regulation (QLD) (as amended) 1997
Anti Discrimination Act (QLD) 1991

Freedom of information Act and Regulations (QLD) 2001

Industrial Relations Act (QLD) 1999

Industrial Relations Regulation (QLD) 2000

Workers Compensation and Rehabilitation Queensland Act 2003
Workers Compensation and Rehabilitation Regulation 1997
Workplace Relations Amendment (Work Choices) Act 2005
Commission for Children and Young People and Child Guardian Act (2000)

ESOS Act 2000 — Education Services for Overseas Students.
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IN SUMMARY

It is your responsibility to:

Follow the CHARLTON BROWN® Code of Conduct

Meet CHARLTON BROWN?® requirements

Fulfill course requirements

Ensure your Skills Assessment is signed regularly

Attend and be punctual for all lectures and activities

Provide a medical certificate for any absences

Make up any time missed

Ensure that personal commitments do not interfere with Prac Placements
Balance social life and college/work commitments

Behave responsibly

Inform CHARLTON BROWN® of change of address / contact details
Check available positions with agency staff regularly if looking for care work
Seek advice and assistance

Be enthusiastic and bring your fabulous smile along each and every day
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CHARLION BROWN"®

Personal Care

Nursing Assistant Assistant

Assistant in
Child Care Centre

Home Care

Aged Care Assistant

After School

Care Worker Community Community

Support Worker Care Worker

Summer Camp Out of School
Leader Hours Care

Community Local Area

Worker in Sport and Development Officer Co-ordinator

Recreation Facility

Community
Welfare Work

Welfare Worker

Worker in a Special

Needs School Early Intervention

Co-ordinator Program Manager

Disability

Home Carer
Care

Carer in a Disability
Work Facility
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