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0
Welcome to Southern IML Pathology
Southern IML Pathology is a registered training organisation with the Australian Skills Quality Authority for the delivery of training and assessment services in Pathology Specimen Collection.

Our goal is to be the No 1 institution for future Pathology Collector and Pathology assistant training and for you to emerge from our institution capable of competing in the national market. Southern IML Pathology has a strong, positive reputation of producing some of the most sought after and successful collectors. To be trained and have worked for Southern IML Pathology is a guarantee in the workplace of a collector who has been taught not only to care for a patient as they would a loved family member, but to act with responsibility, and accountability for all their actions. To respect those who guide them and be at all times professional in all areas of their working day. 

We are committed to high standards in the provision of vocational education and training and other client services.  Our Code of describes the minimum standards of our vocational training delivery and assessment services and other client services.

In January 1999, Southern Pathology was purchased by Sonic Healthcare Pty Ltd.

Sonic healthcare is the largest provider of pathology services in N.S.W. with a presence in Australia, New Zealand, and England, Germany, New Zealand and America.  It also has interests in Radiography and owns Illawarra radiography Group (IRG) in our geographic area. Sonic Healthcare employs more than 10,000 people.

In July 2001 Illawarra Medical Laboratories (IML) became a part of the Sonic Group. On 6th August 2001 Southern Pathology and IML joined to become Southern IML Pathology. The main laboratory for this joint practice is situated at 45 Denison St, Wollongong with a regional laboratory in Nowra at 57 Junction St Nowra.

In 2005 a need was clearly seen for an external training course in pathology collecting to cover the employment and training needs within the Illawarra and Shoalhaven. This has been established and Southern IML Pathology is now a Registered Training Organisation with the ASQA.

In 2008 Southern IML pathology won the Minister’s Award for excellence in training Australian Apprentices, and Janelle Clarke won the Illawarra trainee of the year. 
Code of Practice

The commitments set out in the Southern IML Pathology Code of Practice underpin the operations of the organisation.  All staff will abide by its provisions.

Southern IML Pathology Code of Practice

Southern IML Pathology provides the highest standard of vocational education and training in the field of Pathology.  Our Code of Practice outlines our operational policies and our commitment to our clients.

Southern IML Pathology:

· Is committed to the continuous improvement of its training delivery and assessment services.
· Complies with all State and Territory regulatory and legislative requirements.
· Our marketing and advertising to prospective clients is ethical and accurate.
· You will be informed before you enrol of all the costs and charges you will incur throughout your course.
· Our refund policies are fair and are documented and provided to each client prior to enrolment. In the event that we are not able to fulfil our obligations to you we have measures in place to ensure that you either receive the service from another training provider or a refund
· We ensure that your academic, financial and other records maintained by us are complete and accurate. These records are managed to maintain confidentiality and will not be divulged to third parties unless authorised by you or under law. You may view your own records to confirm their accuracy and completeness.
· We are committed to principles of access and equity and will not unlawfully discriminate against clients.
· The obligations we place on our staff and students are to protect their health, safety and welfare and ensure as far as possible that learning experiences are positive and free of discrimination or harassment.
· Our policies and procedures ensure that you are treated fairly and receive all reasonable assistance to successfully complete your course once accepted for enrolment.
· We will deal fairly and constructively with your concerns and complaints about our services.
· We regularly engage with relevant industry representatives to evaluate our training and assessment services. This ensures that our graduates hold the required skills and knowledge to the standard of performance required in the workplace
· Our training and assessment strategies are developed in consultation with industry to ensure that they are relevant to industry needs. Where your training or assessment occurs in a workplace, evidence of your performance will contribute to our assessments
· Our teaching and assessment staff continuously engages with industry to ensure their knowledge and skills reflect current industry practice.
· Our organisation is committed to continuously improving the services it offers and will seek feedback from you about the services you have received from us.
· Our organisation is a Registered Training Organisation (RTO) Code 91162 that is authorised under legislation to offer nationally recognised training. We ensure that at all time our operations comply with relevant legislation and the national registration standards.
· We recognise that you may hold skills and knowledge that are relevant to your course outcomes. We will assist you to gain recognition for these skills and knowledge through a process called Recognition of Prior Learning.
· If you have completed relevant units of competency with another RTO we will automatically credit these towards completion of your qualification.
· We offer learning and assessment services that as far as practicable meet your individual learning needs. We can tailor your training program to meet your needs and will offer you a range of learning and assessment resources.

Course Information

Southern IML Pathology is a Registered Training Organisation : RTO Code- 91162. We provide training and assessment services in the area of Pathology Specimen Collection and Pathology Assistance training. 

 The nationally recognised qualifications on our scope of registration are:

· HLT37215 Certificate III in Pathology Collection
· HLT37415 Certificate II in Pathology Assistance
Both from the HLT Health Training Package.

Course 
Before the student is enrolled into the course they will attend an interview with a trainer. The interview is an orientation to the course and includes:
· A numeracy and literacy test – specific to the requirements of the course

· Students are required to 18 years or over to enroll in this course

· Explanation of the course structure and expected time frame for completion ( this will vary depending on the student – each student will be assessed  for their needs and expectations)
· Examination of Credit transfers and or RPL

· Assessment types and requirements – examples of assessments demonstrated 
· If studying HLT37215 Certificate III in Pathology collection - the requirements for volunteer patients

· Dates and times or workshops

· Location of workshops – parking and public transport information

· Fee and Payment plans available - all relevant fee information including:

· fees that must be paid to the RTO, and

· payment terms and conditions including deposits and refunds  

· the learner’s rights as a consumer, including but not limited to any statutory cooling-off period
· the learner’s right to obtain a refund for services not provided by the RTO in the event the:

· arrangement is terminated early, or

· the RTO fails to provide the agreed services.

· Orientation to the website

· Set up of a USI (if the student does not already have one)

· Work placement requirements( HLT37215)
· Dress code and WHS requirements

· Open door policy of the RTO – individual coaching if required

· The RTO’s obligations to the learner, including that the RTO is responsible for the quality of the training and assessment in compliance with these Standards, and for the issuance of the AQF certification documentation. 

· the learner’s rights, including: details of the RTO’s complaints and appeals process required by Standard 6

· Optional study days

Students study the theory of the 14 units required to complete this course via distance education or online. To successfully complete the theory a pass score of 80% for each assessment task is required. HLTAID011 Provide first aid requires 100% pass mark.
Once the student has successfully completed the theory they are eligible to participate in a practical workshop. During the work shop the student will practice the practical skills required for completion of the course. 
Students are given the opportunity to perform a self-assessment before attempting a practical assessment. The assessment during the workshop is “Competent/ Not Yet Competent”. If a student is “not Yet Competent”, they have the opportunity for specific personal training in that area arranged at a time that is agreeable to both the trainer and the student.
The workshops run every week of throughout the year and there is a workshop calendar on the website. Workshops are Monday to Friday 8am – 3:00pm and located at 35 Denison St Wollongong. Any student that misses a day must make up that day in a following workshop or arrange a time to make up that day with the trainer responsible for that workshop.
On successful completion of the workshop students studying HLT37215 must attend a compulsory 35 hour work placement arranged by Southern.IML Pathology in our collection centre’s. The student will be mentored by qualified trainers who are senior Pathology Collectors. During the 35 hour work placement the student has a structured program to follow. The program is outlined in the Skills Journal which is a record of the student’s skills development. This journal may be used by the student as evidence for future employers. 
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University of Wollongong students who participate in the streamlined program are not required to sit numeracy and literacy test as it is assumed they already have the knowledge required to enroll in the program. The program is endorsed and encouraged / marketed by the UOW to give the students valuable practical skills that are not included in the degrees they study. The UOW feel this program will give them employability skills for the future.

UOW students on enrollment are required to produce the following evidence:

· UOW ID

· Proof of enrolment at UOW

Collectors employed by Southern.IML Pathology will attend a 5 day practical induction program at the beginning of their training. These students will be requested as part of their induction to study HLTCAR002 - Perform holter monitoring and CHCCCS027 - Visit client residence. There is no cost to the employee for these units. The students will undertake the practical component of HLTCAR002 - Perform holter monitoring during their induction period and the practical component of CHCCCS027 - Visit client residence during their Home visit training at approximately 3 months of employment.

The assessments will be carried out by Trainers from the RTO at a time convenient for both the Collector and the Trainers. On successful completion of these units a Statement of attainment will be issued. 
When the new employee is deemed to have gained sufficient experience (this will vary from collector to collector depending on the hours they work and the volume and type of procedures that they perform) they will be offered the following two units at no cost to the student:

· HLTPAT003 - Perform capillary blood collections

· HLTPAT005 - Collect specimens for drugs of abuse testing

The collector will complete the theory online and the practical competency will be assessed on the job at a time agreeable to both the collector and the Trainer.

A condition of employment for all collectors is to hold a current First Aid Certificate. Minimum entrance to the pathology practice is a Certificate III in Pathology. When collectors First Aid Certificate need to be renewed, the collector is given HLTAID011 - Provide first aid at no cost to the collector to study. They complete the theory online (with the acceptable pass score of 100%) and complete a practical workshop either on the job with a trainer stepping in to perform their role or at the training centre depending on the Collector location.
All collectors employed by Southern.IML Pathology are expected to complete HLTAID001 Provide Cardiopulmonary Resuscitation yearly.

Student Attendance 

Students complete the online theory in the following sequence:

 Workshop 1

· HLTAAP001 - Recognise healthy body systems
· HLTINF001 - Comply with infection prevention and control policies and procedures
· HLTWHS001 - Participate in workplace health and safety
· CHCCOM005 - Communicate and work in health or community services 
· BSBCUS201 Deliver a service to customers

· HLTPAT001 - Identify and respond to clinical risks in pathology collection
· CHCDIV001 - Work with diverse people 
· BSBMED301 - Interpret and apply medical terminology appropriately 

The student has 10 weeks to complete the theory for these units and then may attend a workshop which is held any day Monday to Friday
Workshop 2

· HLTPAT004  - Collect pathology specimens other than blood 
The student has four weeks to complete the theory for these units and then may attend a workshop on a Tuesday

Workshop 3

· HLTCAR001 - Perform electrocardiography (ECG)

The student has four weeks to complete the theory of these units and then may attend a workshop on a Wednesday 
Workshop 4

· HLTAID011 – Perform First Aid- Contact Training Centre for access
The student has four weeks to complete the theory of these units and then may attend a workshop on a Monday

Workshop 5
· HLTHPS004 - Measure spirometry

The student has four weeks to complete the theory for these units and may attend a workshop on a Thursday

Workshop 6
· HLTPAT002 - Perform venous blood collections

· HLTPAT006 - Receive, prepare and dispatch pathology specimens

The student has four weeks to complete the theory for these units and must attend a workshop on a Friday
 Additional workshop days for venous collections run Monday - Friday
 All students are required to supply volunteers to achieve the required  venous collections during their workshops.

Workshops 7 - 11
· HLTPAT002 - Perform venous blood collections – 20 venous supervised venous collections
Must be completed in 3 months. You may now attend workshops which are held Monday to Friday

We estimate that you will require at least 4 workshop days to complete the requirements of this subject.

What does HLT37215 Certificate III in Pathology Collection cover?

This qualification reflects the role of pathology collectors. Workers in this role follow known routines and procedures, taking responsibility for their own work under general supervision. They combine communication, customer service and technical skills, and use discretion and judgment to adapt and transfer their skills to different situations.

To achieve this qualification, the candidate must have completed at least 35 hours of work as detailed in the Assessment Requirements of units of competency.

No licensing, legislative, regulatory or certification requirements apply to this qualification at the time of publication
This qualification is suited to Australian Apprenticeship pathways.

Occupational titles for these workers may include:

	· Specimen collection officer
	· Pathology assistant

	· Laboratory aide
	· Specimen reception assistant

	· Pathology collector
	· Operational officer


PACKAGING RULES
Total number of units = 14

· 9 core units

· elective units, consisting of:

· at least 2 units from the electives listed below

· up to 3 units from the electives listed below, any endorsed Training Package or accredited course – these units must be relevant to the work outcome 

All electives chosen must contribute to a valid, industry-supported vocational outcome.

Core units
CHCCOM005 - Communicate and work in health or community services
CHCDIV001 - Work with diverse people
HLTINF001 - Comply with infection prevention and control policies and procedures
HLTPAT001 - Identify and respond to clinical risks in pathology collection
HLTPAT002 - Perform venous blood collections
HLTPAT004  - Collect pathology specimens other than blood 
HLTWHS001 - Participate in workplace health and safety
BSBCUS201 - Deliver a service to customers
BSBMED301 - Interpret and apply medical terminology appropriately 
Elective units 
The RTO offers the following electives to give the best advantage to the student to gain employment in their chosen field.
HLTAAP001 - Recognise healthy body systems
HLTAID011 - Provide first aid
HLTCAR001 - Perform electrocardiography (ECG)

HLTHPS004 - Measure spirometry
HLTPAT006 - Receive, prepare and dispatch pathology specimens

What does HLT37415 Certificate III in Pathology Assistance cover?
This qualification reflects the role of pathology assistants and specimen reception staff in laboratories. Workers in this role follow known routines and procedures, taking responsibility for their own work under general supervision. 

No licensing, legislative, regulatory or certification requirements apply to this qualification at the time of publication.
Packaging Rules

Total number of units = 14

· 8 core units

· 6 elective units, consisting of:

· at least 3 units from the Laboratory group below

· up to 3 units from the electives listed below, any endorsed Training Package or accredited course – these units must be relevant to the work outcome 

Core

CHCCOM005 - Communicate and work in health or community services

CHCDIV001 - Work with diverse people

HLTINF001 - Comply with infection prevention and control policies and procedures
HLTPAT006 - Receive, prepare and dispatch pathology specimens
HLTWHS001 - Participate in workplace health and safety

BSBCUS201 - Deliver a service to customers

BSBMED301 - Interpret and apply medical terminology appropriately 
BSBWOR204 - Use business technology

Elective units – at least three form the highlighted units
Our RTO offers the following electives to give the best advantage to the student to gain employment in their chosen field.
MSL973002 - Prepare working solutions
MSL973019 - Perform microscopic examination
MSL973004 - Perform aseptic techniques
MSL933001 - Maintain the laboratory field workplace fit for purpose

HLTAAP001 – Recognise healthy body systems
HLTAID011 – Provide first aid
Induction to Course
At the beginning of the course your trainer will give you information about:

· Requirements to receive a qualification

· Certificates issued on successful completion of the course

· How your skills, knowledge and attitudes will be assessed

· Recognition of prior learning or recognition of current competency

· How you can appeal if you don’t agree with your assessment outcome

· How you can complain if you are not satisfied 

· Where you can get extra help with your learning

· Course timetable

· Course content

· Emergency evacuation procedures 

· Your obligations as a student at Southern IML Pathology, including attendance requirements.


Attendance

Our workshops are conducted Monday to Friday 8.00am to 4.00pm  
The practical workshops are offered every week of the year (excluding public holidays)
You are expected to be in attendance each day of the workshops.  If you cannot attend a workshop day you are required to notify the institution in advance on 0242247465.  Students who are absent from the workshop for 2 or more days must provide a doctors certificate.  Every effort will be made to negotiate the transfer of workshop in the event of a student’s prolonged illness or personal hardship.  However, no consideration can be given to extended absences for any other reason.

Work Placement experience

As a student with southern IML Pathology studying HLT37215 Certificate III in Pathology Collection you will be expected to attend 35 hours of work placement organised by Southern. IML Pathology in our collection centers. 
You will be supervised by qualified mentors and be requires to complete a work placement journal along with your mentor.
What to Expect

Learning and Assessment opportunities are provided through a mix of theory and practical training sessions – emphasis is placed on ‘learning and assessment through doing’.

Assessment will be conducted through:

Theory Activities:

You will be required to complete workbooks/written questions. You will be verbally challenged at any time throughout the program on a range of questions to determine your current underpinning skills, knowledge, experience and the skills and knowledge developed over the course of the program. Responses will then be discussed with you or through an interactive forum and training facilitated in areas of weaknesses and key components. 
Practical Activities:

Assessment will be conducted primarily by observation of practical tasks through simulation. You will be briefed on exercises/scenarios and will be required to competently perform a range of roles and tasks through various exercises/scenarios as outlined in the Assessment Tool provided at the commencement of the program.

You may be assessed over a period of time or may be required to demonstrate that you can perform these competencies over a period of time, and over a number of occasions. You will be required to provide evidence as outlined in the Assessment Evidence Checklist in the Assessment Tool or by other arrangements made with your assessor.
Additional evidence

-
Portfolio. Where portfolio evidence has been identified in the Assessment Evidence Checklist, you will be required to provide this evidence at the time of assessment or by other arrangements made with your Assessor. Assessors may also record photographic or audio

-
Visual evidence to support competency decisions. Your Assessor will discuss this further if required.

Recognition of Prior Learning (RPL) and Direct Credit Transfer (DCT) Southern.IML Pathology recognises both AQF Qualifications/Statements of Attainment and the current competencies of participants as per the Standards for RTOs 2015. 
Participants are provided with the opportunity to indicate their interest in applying for Recognition of Prior Learning (RPL) or Direct Credit Transfer (DCT).
• Recognised Prior Learning (RPL) provides the opportunity for individuals to seek formal recognition of their current knowledge and skills regardless of where and when their learning occurred.
• Credit Transfer provides the opportunity for individuals to seek credit for units of competency or qualifications they have already attained through formal learning activities with another RTO. 
Participants are required to identify their interest in RPL/DCT at the time of enrolment, by completing the relevant sections on their Enrolment Form.
Due to the high risk nature of activities on our scope and the requirements of legislation and national standards that these are regularly maintained, RR+R may also require persons seeking RPL or DCT to provide additional evidence to demonstrate the currency of their competency in the relevant units of competency.

How We Conduct Assessment

In vocational education and training, assessment is conducted against units of competency. These describe the skills, knowledge and standards of performance that are needed to work competently in industry. Only participants who can meet the required standards in full can be assessed as ‘competent’.
Assessment covers all dimensions of competence as follows:
• Task skills - Performing the task/job to the required standard.
• Task management skills (variables) - Able to do more than one thing at a time and managing the tasks correctly.
• Contingency management skills - Responding appropriately to irregularities and breakdowns in routine within a job or workplace.
• Job/role environment skills (outcomes) - Able to deal with the responsibilities and expectations of the work environment.
Participants may be asked to prove their identity and that submitted work is their own.
Southern.IML Pathology’s assessment decisions are made as follows:
•  Competent - An assessment decision has been made and competency has been demonstrated.
• Not Yet Competent - The participant is not yet able to demonstrate competency and further training and assessment will be required to be conducted.
• Not Assessed - There was no assessment opportunity to determine competency.
 Southern.IML Pathology ensures that its assessments are valid, reliable, flexible and fair. Participants are advised prior to each course of the assessment procedures in terms of context and purpose as well as how they will be assessed. 
Evidence is collected under the Rules of Evidence to ensure validity, sufficiency, authenticity and currency. 
All Southern.IML Pathology assessors are qualified in Certificate IV in Training and Assessment TAE40116 (or equivalent) as a minimum.   
Additional specialists and qualified assessors may conduct assessments on occasion as required.
Flexible arrangements can be made for language, literacy and numeracy to help participants complete the course, where appropriate.

Morning/Afternoon Tea and Lunch Break Facilities / Parking

A lunch and morning tea room and facilities are available for you to use during breaks.  Please keep this room clean and tidy. Food is not provided. Cafes and sandwich shops are within 5 minutes walking distance for the workshop venue.
There is on the street parking in Denison St Wollongong and adjoining streets. When attending sessions at the laboratory in Denison St Wollongong please do not park in the patient parking or staff parking areas. The staff parking is for those on late shifts who will be returning to their cars after dark and this parking is allocated for safety reasons. 

Evaluation

As part of our continuous improvement procedures you will be asked to complete a Course Evaluation survey.  This is your opportunity to provide us with feedback on the course, the trainers and assessors, the course administration, the training facilities, the training activities, resources and materials and the assessment procedures.  Your comments enable us to make sure that your expectations are being met and to improve our services.
Legislative and Regulatory Requirements

· Southern IML Pathology is bound by and operates within the following legislative and regulatory requirements:

· Work Health and Safety Act 2011
· Workers Compensation Act 1987 – Updated 2012
· Anti-Discrimination Act 1991
· Industrial and Commercial Training Act 1989 No 657
· Privacy and Personal Information Protection Act 1998
· The National Vocational Education and Training Regulator Act 2011
· Child Protection (Prohibited Employment) Act 1999
· Australian Skills Quality Authority – VET Quality Framework 2011
The VET Quality Framework consists of the:

· Standards for Registered Training Organisations

· Australian Qualifications Framework

· Fit and Proper Person Requirements

· Financial Viability Risk Assessment Requirements, and

· Data Provision Requirements.

The Standards should be read together with the:

· Standards for Training Packages

· Standards for VET Accredited Courses, and

· Standards for VET Regulators.
· National Association of Testing Authorities (NATA)

· National Pathology Accreditation advisory Council ( NPAAC) 

Copies of these are located in the main office and can you can request to access them at any time or available at web address www.legislation.nsw.gov.au 

Work Health and Safety Act 2011

Southern IML Pathology guarantees to meet its duty of care to staff, students and visitors by providing a healthy and safe environment in which to study.   

Your trainer will talk to you about emergency evacuation procedures during the first workshop.  In an emergency situation you are to make your way quickly and calmly to the nearest exit and meet your trainer and other students on the car park at the front of the building for a roll call check.

No smoking is allowed in any area of the institution. If you wish to smoke you must leave the premises.

A First Aid Kit is located in the kitchen area.

You are responsible for:

· wearing personal protective equipment as required.

· always conducting yourself in a safe and healthy manner. 

· ensuring the prevention of injury and disease to yourself, your trainers and your fellow students.  

· identifying and reporting to your trainer any possible hazards from equipment, facilities and the environment.

· refraining from smoking.

· refraining from drinking and/or eating in the workrooms.

Anti-Discrimination Act 1991

Southern IML Pathology is committed to providing a fair and equitable institution for its students and visitors.  Any discrimination, harassment or bullying of staff, students or visitors because of their sex, pregnancy, race, colour, nationality, ethnic or ethno-religious background, marital status, physical or intellectual or psychiatric disability, homosexuality or age will not be tolerated.

You are responsible for:

· ensuring non-discriminatory, harassing or bullying behaviour at all times to other students, staff or visitors to the institution.

· reporting any discriminatory behaviour, harassment or bullying to your trainer.


Equal Employment Opportunity

Southern IML Pathology is committed to its staff remaining up-to-date with current trends in the Pathology industry and in training and assessment.  Staff members are encouraged to identify their training needs and to negotiate arrangements for addressing these needs.

Access and Equity

Southern IML Pathology provides equal access to training and delivery services for students.  Where possible, we conduct flexible training to meet specific needs of individual students.  

Southern IML Pathology is located on the ground floor with wheelchair access however some of the sessions are to be held on the first floor and special provisions need to be arranged if required. There is no lift.

The student enrolment form requires students to self-assess their English language capabilities and to indicate any special needs for the course.

The learning support strategies used by trainers at Southern IML Pathology include:

· Pre-teaching technical terminology.

· Demonstrating procedures. 

· Providing opportunities for ‘hands-on’ experience and practice.

· Ensuring individual support and advice to students. 

· Encouraging students to work at their own pace.

· Where necessary inviting students to record training session on an audiotape.

· Providing written learning material and illustrations to reinforce the learning. 

· Score is used as an indicator guide for the trainers only.


Students with learning difficulties beyond our areas of expertise are referred to external specialist agencies.

Student selection within Southern IML Pathology is carried out in an ethical manner in accordance with Access and Equity principles

Your trainers will:
· recognise the cultural diversity of all students

· ensure equal treatment of all students

· encourage full participation and assist all students to achieve course outcomes 

· provide equal access to resources

· refer students with specific learning problems to appropriate agencies


Privacy and Personal Information Protection Act 1998

Southern IML Pathology complies with the Privacy and Personal Information Protection Act 1998 which provides guidance on the collection, storage, use and disclosure of personal information. Southern IML Pathology will not disclose information about staff or students to anyone outside the school without gaining their written consent.  Student records are confidential and available to the student only and on request.  Records of enrolment, assessment outcomes and qualifications issued are kept accurate, up-to-date and secure.

A Privacy Brochure is available outlining Southern IML company policies. 

Training Delivery and Assessment Services

Course Trainers and Assessors
Southern.IML Pathology staff are professional trainers and assessors who have been

selected against strict criteria to ensure that they possess required and relevant academic and industry qualifications in the subject areas they are involved with. Students can have full confidence in the skills, knowledge and professional standing of our team.

Trainers and Assessors are required to participate in an on -going skills development programme to maintain and update their technical knowledge. This ensures that students receive the best possible instruction and assessment.

Southern.IML Pathology only employs staff with appropriate formal specialist qualifications, recent industry experience, and trainer and assessor qualifications in accordance with the NVR Standards to deliver nationally-accredited courses and training.

The current standards are available at http://www.asqa.gov.au/.

Trainers and assessors may change during training and assessment visits depending on many factors including staff availability and units being assessed. Information on qualified trainers and assessors is available on a staff matrix.
Student Recruitment

Recruitment to Southern. IML Pathology Certificate III in Pathology is carried out in an ethical manner in accordance with Access and Equity principles.  All enquiries for participation are provided with Southern. IML Pathology Information Pack.  Access to the course is open to all applicants subject to payment of fees and the extent to which the course outcomes and pre-requisites match the needs of the student.  Enrolment is on-going where places are available.
Students are required to complete an enrolment form before commencing study. 

The enrolment form is used to create a student history file and collect government requested data. 

All personal information is strictly confidential, as per the Privacy and Personal Information Protection Act 1998 No 133.

As  part  of  the  enrolment  process  as  a  student  you  will  be  required  to  answer  questions  for  the following purposes:

 Personal Student information for communication, as part of the training process

 In order to determine your eligibility for any government subsidies 

 To allow your Registered Training Organisation (RTO) to report on both State and National Data requirements (please refer to Privacy Statement, in this student handbook)

As part of the enrolment process, you will also be required to complete a declaration which will give Southern.IML Pathology as  your  RTO  the  permission  to  disclose  your  personal  information  to  other  Australian Government Agencies, including those located in States and Territories outside of NSW.

Unique Student Identifier (USI) 

All students undertaking nationally recognised training will need to have a

USI from 1 January 2015. 

RTOs are not able to issue a qualification or Statement of Attainment for training completed after that date without collecting a USI. Students can obtain their USI by visiting www.usi.gov.au. 

Southern.IML Pathology administration staff is available to assist students with this process.

Southern.IML Pathology have implemented a USI application form to assist students with applying for their USI, this process  is  undertaken  at  time  of  enrolment  or  prior  to  course  commencement  for  students.  This application form requests specific information from the student including:

 Name

 Address

 Date of Birth including country and Town of birth

 Proof of identification i.e. drivers licence, passport etc.

Southern.IML Pathology has included a section in the USI application form where the student is to authorise Southern.IML Pathology to apply for the USI on their behalf. 

Proof of Identity 

There are some courses offered at Southern.IML Pathology require ‘100 points of identification’ to be produced prior to the course commencing, while all accredited courses require a form of photo ID to be produced at enrolment. Students will be informed upon enrolment if they are undertaking a course with either of these requirements. If you are unsure of what forms of identification are acceptable, please speak administration staff prior to the course commencement.

These courses are considered adult learning and will be offered only to students over the age of 18 years.

Enrolment Procedure:

· Student contacts institution by telephone, fax, email, on-line or in person. 

· Student is sent the information pack detailing information on the program, fee structure and refund policy.

· The RTO follows-up phone call to student to identify needs.

· Student completes enrolment form.

· Student is interviewed and assessed for suitability 

· On receipt of deposit student is issued receipt.
· The student provides or applies for a USI
· Student is given an identification number and a database record is established.

Delivery of Training

Southern. IML Pathology offers training in the following nationally recognised qualification: 

HLT37215 Certificate III in Pathology Collection
This course is offered as distance education with a two week practical workshop. Assessments are competency based. 35 Hours of work placement is compulsory when studying HLT37215 Certificate III in Pathology Collection.

Attendance and Absenteeism

Students are required to attend programmes as advised during course induction. Frequent absences or lateness may result in non-achievement of some assessments and/or qualification. 

Students who are unable to attend scheduled lessons, assessment activities or training sessions, must contact your trainer and assessor and try to give at least 48 hours’ notice of your absenteeism.

Change of Personal Details 

Please ensure that you promptly notify administration of any change in your name, address, telephone number, email address or employer (if apprentice/trainee). Failure to provide such information may result in certificates being posted to an incorrect address.

Delivery Arrangements 

Learning and assessment will often take place online and workshops held at 35 Denison Street Wollongong. Delivery will be a combination of training delivered during workshops, in the workplace, both on – the job and by your assessor and through completion of individual learning tasks. Information on assessment methods is included in this guide. 

Learning materials may be provided to you to complement your workplace learning. The learning materials allow you to learn at your own pace. 

Additional training will be provided by Southern.IML Pathology staff to address skills gaps identified during the delivery of the qualification.

Training Delivery

Training delivered by Southern.IML Pathology meets the national standards and requirements for registration as a Registered Training Organisation(RTO). 

The current standards under which Southern.IML Pathology operate are the “Standards for Registered Training Organisations (RTOs) 2015”. A copy of these standards are available on the Australian Skills Quality Authority website,

www.asqa.gov.au. 

Each course or programme delivered by Southern.IML Pathology has specific resource requirements for delivery. 

These include physical resources and human resources. 

Accredited training is delivered against competency standards and course outlines set by industry. 

Students are advised of the units of competence they are studying for each module and will be provided with learning material and resources.

Courses and programmes delivered by Southern.IML Pathology are continually updated through industry consultation. 

This ensures that students have access to current information and learning strategies.

Training is delivered in- group workshops, lectures, on a one – to - one basis, and using self - paced  materials and technology. This range of learning strategies provides students with opportunities to select a learning method that best suit their needs.

Qualification Delivery Duration 

The actual delivery duration will be dependent on the total volume of learning for the qualification along with your existing skills and knowledge, the level of training and experience you have already received in the workplace and in previous employment and the extent of recognition of prior learning. 

It will also depend on how much time you put into completing assessment tasks. The sooner you complete your assessment tasks the sooner you can attend a practical workshop and be assessed. When you have completed an assessment task contact you assessor and arrange for a practical workshop and an assessment.
Where the qualification is being delivered under a traineeship, the Australian apprenticeship centre will advise Southern.IML Pathology of the terms of the contract in relation to duration of qualification which is pre-determined by the Department of Education and Communities.
Competency-Based Training

Nationally-accredited courses delivered by southern.IML Pathology are competency-based. This means that training is delivered based on units of competency developed by the industry.

Students’ abilities are assessed against these units of competency on a “can do” basis. When students can demonstrate competency and show that they have the required underpinning skills and knowledge, they can be assessed as competent. If students are not successful on the first attempt, they are provided with feedback and given further opportunities to demonstrate competency. 

Achieving Competency

Competency is the consistent application of knowledge and skill to the standard of performance required in the workplace and as required in the qualification or unit of competency rules. It embodies the ability to transfer and apply skills and knowledge to new situations and environments.

During delivery of the qualification Southern.IML Pathology will collect evidence and make judgements on whether you can perform to the standards expected in the workplace and as outlined in the competency standards of the training package. 

At the end of each assessment process your assessor will make a decision on your competency and results will be documented and will be forwarded to you. Feedback regarding noncompliance or skill gaps for the unit will be discussed with you and training plans will be negotiated between you and the assessor. 

Training and Assessment Strategy (TAS)

All students studying full or partial qualifications at ATAC (not essential for short skilled or compliance courses) will negotiate and receive a TAS. This document is developed after consultation with a Southern.IML Pathology trainer/assessor and implemented at the beginning or prior to the qualification commencing.

The TAS documents include information on the qualification, units of competency, employability skills and course description

Learner Support

The learning support strategies used by trainers at Southern IML Pathology include:

Before the student is enrolled into the course they are asked to attend an interview with a trainer. The interview is an orientation to the course and includes:

· A numeracy and literacy test – specific to the requirements of the course

· Explanation of the course structure

· Examination of Credit transfers and or RPL

· Assessment types and requirements

· If studying HLT37215 the requirements for volunteer patients

· Dates and times or workshops

· Fee and Payment plans

· Orientation to the website

· Set up of a USI ( if the student does not already have one)

· Work placement (HLT37215)

· Dress code and WHS requirements

· Open door policy of the RTO – individual coaching if required

· Optional study days
· Availability of use of RTO computers

· Individual coaching if required

·  Flexible delivery depending on student needs
During the course
· Pre-teaching technical terminology.

· Demonstrating procedures. 

· Providing opportunities for ‘hands-on’ experience and practice.

· Ensuring individual support and advice to students. 

· Encouraging students to work at their own pace.

· Where necessary inviting students to record training session on an audio-tape.

· Providing written learning material and illustrations to reinforce the learning. 
· Providing individual tutoring and mentoring to students having difficulties

· Going to the students place of work or home for practical workshops if the student is experiencing difficulties attending the training centre

· Providing a second trainer to step in for collectors employed by Southern.IML Pathology at their workplace when practical assessments are required allowing the collector / student to have adequate time to complete assessment tasks.

· Having an open door policy to students. Trainers are available Monday to Friday 7.30am to 3.00pm for student assistance in person, email or phone. No appointment required.


Students with learning difficulties beyond our areas of expertise are referred to external specialist agencies.

Recruitment to Southern. IML Pathology carried out in an ethical manner in accordance with Access and Equity principles.

Your trainers will:

· recognise the cultural diversity of all students

· ensure equal treatment of all students

· encourage full participation and assisting all students to achieve course outcomes 

· provide equal access to resources

· refer students with specific learning problems to appropriate agencies.


Conduct of Assessment

Assessment is conducted in accordance with the Health industry Training Package HLT and meets the requirements of the 2015 Standards for Training Packages and the Pathology Specimen Collection Assessment Guidelines and Standard 1
Assessment is competency based against the standards outlined in the units of competency in the HLT37215 Certificate III in Pathology Collection. It includes:
· online assessment  Multiple choice questions
· assessment during the training to judge how you are progressing

· assessment of performance which is recorded in the practical skills booklet
· A record of your skills development recorded in the Skills Journal
· recognition of prior learning or recognition of current competency.


Assessment is conducted in a simulated workplace and involves the collection of sufficient evidence to demonstrate you are competent.  This may include:

· Measurement of services you deliver

· Observation of processes / procedures you carry out

· Measurement of your knowledge and understanding

· Observation of the attitudes you demonstrate.


Assessment methods may involve you in:

· Demonstrating your skills

· Providing a service

· Answering written and/or oral questions

· Participating in group discussion or problem solving
· Making oral presentations to the group

· Role play activities.


Your Student Practical skills Booklet provides self-assessment checklists and records of competence for each unit of competency.  We encourage you to check the development of your skills and knowledge and indicate to your trainer when you are ready for assessment.  
The outcomes of assessment are Competent or Not Yet Competent.  If you are assessed as Not Yet Competent you will be given the opportunity to have further coaching by a trainer and practice time. Once you are confident that you are ready for a practical assessment you may be reassessed.

 During the course your individual assessment records are held by your trainer, but are available for your access and review during training sessions.  This will provide you with the outcomes of the assessment and guidance on future options.

If a student has a “not yet competent” on assessment the student can request that  the re-assessment  is performed by another assessor after the student has been given the option of additional study, coaching and practice. The reassessment will be held at a time agreeable by both the student and the assessor. 

Assessment Appeals

If you are dissatisfied with a Not Yet Competent decision for an assessment task/s you can appeal the decision.  This involves speaking to the assessor to request a review of the evidence.  The assessor may require you to provide further evidence.

If you are still dissatisfied with a Not Yet Competent decision the Training Team Leader may organise for an external and independent assessor to review the evidence. 

Recognition of Prior Learning (RPL)/ Recognition of Current Competency (RCC)

If you believe you already have the skills and knowledge required to demonstrate competency you can request RPL/RCC.  It does not matter whether you acquired your skills and knowledge through informal learning, work experience and/or life experiences. 
Application for recognition of prior learning

(RPL)

RPL means that skills and knowledge you have achieved through previous training, work or life experience are acknowledged. RPL will be granted only where sufficient evidence is provided of competence for an entire unit of competency. Please note that RPL will not be granted for partial units of competency.

You must lodge your RPL application and have it assessed prior to your course commencing. You may be asked to attend an interview with an RPL assessor.

There is an initial application fee of $200.00 (non-refundable) plus a fee of $250.00 per Unit of Competency for which RPL is sought.

Instructions

Please refer to www.training.gov.au to access all the requirements of this unit of competency.

• To successfully gain recognition of prior learning (RPL), and you will need to provide details of experience and evidence across all sections of the form(s) Southern.IML Pathology Training will provide.

• Evidence must be supplied in the form of certified copies or original documents.

• Evidence supplied by you in support of this application will not be returned to you.

• The fee is required before processing this application will commence and is nonrefundable, regardless of the outcome.

• You will be required to complete Southern.IML Pathology Training’s enrolment form, Language,Literacy and Numeracy (LLN)( Background Information) assessment and provide your Unique Student Identifier (USI) number (www.usi.gov.au) and photo I.D.

• You will be notified of the assessor’s decision within 10 working days of Southern.IML Pathology Training’s receipt of your completed application form, evidence and fee.

There are three (3) possible outcomes to an application for RPL:

RLP Granted

Your application met all requirements of the unit of competency and recognition of prior learning is awarded.

RPL Denied

Your application did not meet the requirements of the unit of competency. You will receive feedback in the feedback section of this form

More Evidence Required

Your application stated sufficient experience to meet the requirements of the unit of competency; however you did not provide sufficient evidence to support the application. You will need to supply further evidence as per feedback section of this form.
To request RPL/RCC you will need to:
· Read your Student Handbook and talk to the Trainer if there is anything you need explained. 

· Check your skills and knowledge for each unit of competency.  These are available at training.gov.au https://training.gov.au/Search/Training?javaScriptEnabled=True&typeAllTrainingComponents=True 

· Collect your evidence to show your competence.  Your evidence must be valid (as described in the unit of competency), sufficient (enough), current (up-to-date) and authentic (your own work).  

· List the types of evidence you have for each unit of competency

Present your evidence and the list of evidence to the Trainer for assessment.


· The assessor may ask you to undergo a challenge test.  You must pay a fee for RPL - $200 application fee ( non-refundable ) and $250 per unit.
Mutual Recognition

Southern IML Pathology recognises relevant AQF qualifications and / or Statements of Attainment issued by any other RTO.  We require certified copies of qualifications and transcripts and reserve the right to verify the authenticity of such documents. There is no cost for credit transfers.
Issuance of Qualifications

On successful completion of all units of competency you will be issued with a qualification.  If you do not complete the entire course of study a Statement of Attainment will be issued for successful completion of individual units of competency

A qualification issued by Southern.IML Pathology is evidence of student competency.

Southern.IML Pathology issues qualifications for accredited training in accordance with the national requirements of the Australian Quality Training Framework. 

Qualifications are valid only if as a minimum they include:

 RTO identification number

 Student’s first and last name.

 the full name and national code of the program or Unit/s of competency achieved.

 CEO or approved officer signature and date

 A statement that the qualification is recognised within the

Australian Qualification Framework.

Full AQF qualifications are only issued where all components of a qualification have been achieved. 

Where all components have not been achieved, a statement of attainment for units completed will be issued detailing the AQF qualification from which the modules have been taken.

Your certificate will be issued within 30 days after completion of all units of competency required within the qualification framework and providing there is no outstanding funds. Should there be any outstanding  funds owed from  the  delivery  of  this  qualification,  the  certificate  and  the  list  of  units achieve will be withheld. Once payment has been received the certificate will be released.

Students may receive an outcome of Competent or Not Yet Competent

Southern.IML Pathology has the right to withhold the issuance of any certificate or statement of attainment if fees are unpaid.

Definitions

Competent

The student has demonstrated competency in all outcome for that unit

Not Yet Competent

The student has been assesses and has not yet demonstrated competency in all learning outcomes for an individual unit.

Statement of Attainment

A Statement of Attainment is issued where students have partially completed a qualification, this can be done in a few ways.

1. Student does not complete the full requirements for the qualification

2. Units have been delivered from an accredited and registered training program as single units

Record of results

A record of results is issued where students have partially and/or fully completed a qualification, this can be done in a few ways.

1. Student does not complete the full requirements for the qualification

2. Unites have been delivered from an accredited and registered training program as single units

3. Full list of units that have issued to support a certificate

Certificate

A full record of results stating the qualification that has been obtained
Fees 

 Fees and Charges Fees Schedule
	 Full Qualification


	Charge

 Full Fee
	Concession

	HLT37215- Certificate III in Pathology Collection


	$4500
	$4000

	HLT37215- Certificate III in Pathology Collection – UOW Students 
	$2500
	$2500

	HLT37415 – Certificate III in Pathology Assistance
	$4500
	$4000

	Individual Units
	Full Fee
	Concession

	CHCCOM005 – Communicate and work in health or community services


	$250
	$250

	CHCDIV001 – Work with diverse people


	$250
	$250

	HLTWHS001 – Participate in workplace health and safety


	$250
	$250

	BSBCUS201 – Deliver a service to customers


	$250
	$250

	BSBMED301 – Interpret and apply medical terminology appropriately


	$250
	$250

	HLTAAP001 – Recognise healthy body systems


	$250
	$250

	HLTINF001 - Comply with infection prevention and control policies and procedures


	$250
	$250

	HLTPAT001 - Identify and respond to clinical risks in pathology collection


	$300
	$300

	HLTPAT002 - Perform venous blood collections
	$1350
	+ $450 work placement fee

	HLTPAT004  - Collect pathology specimens other than blood
	$400
	$400

	HLTCAR001 - Perform electrocardiography (ECG)
	$400
	$400

	HLTHPS004 - Measure spirometry
	$400
	$400

	HLTPAT006 - Receive, prepare and dispatch pathology specimens


	$400
	$400

	HLTAID001 - Provide Cardiopulmonary Resuscitation 
	$150
	$150

	HLTPAT003 – Perform Capillary Blood collection 


	 $500
	$500

	HLTCAR002 – Perform Holter monitoring 
	$600
	$600



	CHCCCS027 - Visit client in residence 
	$600
	$600

	HLTPAT005 – Collect specimens for drugs of abuse 
	$750
	$750

	HLTAID011  - Provide First Aid 
	$300
	$300

	 RPL  $200 per application ( nonrefundable ) plus $250 per unit

	
	

	 Refunds

	Withdrawal 

Within 10 days of enrolling *


	Full refund excluding
$200
	

	Withdrawal 

Outside 10 days of enrolling**
	No refund
	

	Failure to attend Practical workshop***
	No refund
	


Southern IML Pathology course fees cover all tuition costs (including handouts, use of products and equipment). 

The fees are as follows:

HLT37215 Certificate III in Pathology Collection $4500 / Concession $4000 (GST free) Recognition of Prior Learning - $200 Application ( non-refundable ) and $250 per unit

· Southern IML Pathology course fees cover all tuition costs including training manual, handouts, use of products, tools and equipment.

· All fees are GST exclusive as GST does not apply to accredited training.
· *Cooling off period. Any student who provides written advice of their intention to withdraw within 10 days of enrolling and commencing the course ( issue of the user name, password and logging into the course) will receive an automatic full refund excluding a $200 administrative fee.

· **Refunds outside the 10 day cooling off period are at the discretion of Southern.IML Pathology and made under exceptional circumstances. Southern.IML Pathology reserves the right to defer an enrolment or accept a transfer outside this period.

· Commencement of the course is considered to be the date the student logs into and commences the course.

· ***No refunds shall be paid where an applicant fails to attend a workshop or withdraws on the day of the commencement of the workshop. A statement of attainment will be issued where the student has successfully completed all requirements of a unit.

· A deposit of $500 is required on the day at completion of the pre-course interview and successful acceptance to secure your place in the class.
· A payment plan for students fees over $1500 will be organized on an individual student basis.

· Full payment must be received at least 14 days prior to the issue of certificate at completion of course.
· Southern.IML Pathology Training has the right to refuse enrollment of any student. This decision will be made with the information gathered at enquiry, pre course interview, and examination of documents supplied by the prospective student.

Payment may be made by eftpos, bank cheque, money order, or direct deposit on application.

Withdrawal / Non Completion of a Qualification

Students have a 12 month period to complete the course from the date of enrollment. Any student that fails to complete in this time will be issued with a Statement of Attainment for the units that they have successfully completed. If a student wishes to extend this training period beyond 12 months they must apply to Southern IML Pathology Training in writing. An additional fee of $100 per unit will be charged for training beyond the 12 month period.
Certification will not be supplied without payment.

The payment of all fees and charges is receipted and dated at the time of payment.  Records of fees receipted and dated are maintained and secured.

Southern IML Pathology waivers the fee to collectors employed by them who undertake Traineeship in the Certificate III in Pathology Specimen Collection HLT37215.
However if a student terminates employment with Southern IML Pathology in that 12 month period a fee of $100  per unit will be charged to them to continue the course.

Fees Refund Policy

Should Southern IML Pathology cancel any training session students are entitled to transfer funds to replacement training sessions.
*Cooling off period. Any student who provides written advice of their intention to withdraw within 10 days of enrolling and commencing the course (issue of the user name, password and logging into the course) will receive an automatic full refund excluding a $200 administrative fee.

**Refunds outside the 10 day cooling off period are at the discretion of Southern.IML Pathology and made under exceptional circumstances. Southern.IML Pathology reserves the right to defer an enrolment or accept a transfer outside this period.
After course commencement students who discontinue will not be entitled to any refund.  Every effort will be made to negotiate the transfer of training in the event of a student’s prolonged illness or personal hardship.  However, no consideration can be given to extended absences for any other reason.
Funded Courses and Units

· HLT37215 Certificate III in Pathology Collection

Southern.IML Pathology has limited NSW Smart and Skilled funding to train HLT37215 Certificate III in Pathology Collection. The funded placements are limited and students are enrolled in HLT37215 on a first in, eligible basis.

To check your eligibility follow this link: https://smartandskilled.nsw.gov.au/for-students
There is a student contribution associated with the funding. Follow this link for fees: https://smartandskilled.nsw.gov.au/for-students/how-much-will-your-course-cost 

· Skill sets

The department of Industry and Training NSW will fund skill sets for specific industry and community needs.

 The skill sets are considered on an individual basis and not always guaranteed. The NSW Skills List identifies the qualifications eligible for a government subsidy under Smart and Skilled. Developed through extensive industry and community consultation and labour market research, the Skills List includes a wide range of qualifications to support the diverse skills needs of NSW employers.

Please follow this link for the Smart and Skilled fact sheet: http://safetyadserv.com/documents/h&sas_factsheet_smartandskilled.pdf 

You are responsible for:

Referring all enquiries regarding fees, charges and refunds to the Training Team Leader.
Records Maintenance and Student Privacy

Southern. IML Pathology abides by the National Privacy Principles.  Your information will not be disclosed to anyone outside the institution without your consent.  Your records are confidential and available to you only and on request.  Records of attendance, assessment outcomes and qualifications issued are kept accurate, up-to-date and secure.  

We keep copies of your results for a period of 30 years.  You must bear the cost for re-issue of records and awards. 
Facilities and Equipment 

Southern IML Pathology is maintained as authentic Pathology Collection Centre and laboratory area workplace environment.  Facilities and equipment is set-up, checked and maintained regularly to ensure effective and efficient operation.  

Students have access to necessary instructional and assessment facilities, materials and equipment.  Training facilities include:

· Specialist product, tools and equipment including training arms, modern ECG machines, holter monitors, spirometry equipment, microscopes, Laboratory equipment.

· Suitable work areas set up safely and securely

· Adequate acoustics, ventilation and lighting

· Amenities for coffee and lunch breaks

· Toilet facilities

· Accessible references and resources
·  Access to working collection centers and laboratories


You are responsible for:


· wearing appropriate  shoes, clothing and personal protective equipment as required

· identifying and reporting to your trainer any possible hazards from equipment, facilities and the environment.

· refraining from smoking anywhere in the building

· refraining from drinking and/or eating in the workrooms. Complaint and Appeals Procedures

We welcome your feedback and suggestions on our services.  We endeavor to respond to your suggestions and/or complaints promptly and with courtesy. 

If you have a problem, complaint or grievance with another student you should use the following procedure:

Step 1:

· identify and discuss the complaint or grievance with the other party 

· discuss the best outcome to the complaint or grievance 

· agree to act to resolve the complaint or grievance


Step 2:  If the complaint or grievance is unresolved talk to your trainer who will try to remedy the problem. 

Step 3:  If after talking to your trainer the complaint or grievance remains unresolved you should approach the Training Team Leader who will mediate to resolve the problem.
Step 4:  If you are dissatisfied with the outcome of the mediation you may appeal the decision by requesting an external independent arbiter.  This gives you the opportunity to formally present your case.  Southern IML Pathology will provide you with a written statement of the appeal outcome.

If you have a problem, complaint or grievance with your trainer, the course content, the facilities, your work experience placement or any component of the course you should use the following procedure:

Step 1:  In the first instance, talk to your trainer or work experience supervisor.  

Step 2:  If you feel it is not appropriate for you to talk to your trainer or work experience supervisor then talk to the Training Team Leader, or put your complaint in writing and address the letter to the Training team Leader.  

Step 3:  The Training Team Leader will respond to your written complaint within 10 working days acknowledging in writing your complaint.
Step 4:  If you are dissatisfied with the Training Team Leader’s response you can appeal the decision by requesting to have the matter referred to The Chief Executive Officer Southern.IML Pathology.  This gives you the opportunity to formally present your case.  Southern IML Pathology will provide you with a written statement of the appeal outcome within 15 working days.
Step 5: If the Learner or Complainant is not satisfied with the outcome of Stage Two they must advise in writing that they are not satisfied with outcome of Stage Two and that they are escalating the matter to either:

• ASQA - Australian Skills Quality Authority, http://www.asqa.gov.au/complaints/complaints.html  or Fair Trading http://www.fairtrading.nsw.gov.au/ftw/About_us/Online_services/Lodge_a_complaint.page 
Or
• Seeking independent mediation at their own expense through a mediation service.

NON COMPLYING COMPLAINTS AND APPEALS

Any complaint or appeal containing threats of violence or clearly identified breach of Australian Laws shall be deemed non complying and will not be considered under the terms of this procedure. Further such threats or breach of Australian Law shall be reported to the most appropriate law enforcement agency.

TIMEFRAME FOR COMPLAINTS AND APPEALS

All written complaints and appeals including reviews are to be finalised within 30 days of the date of complaint or appeal received.

Southern IML Pathology will not tolerate inappropriate behaviour of any kind.  If you are being bullied or harassed by anyone while you are at the training center or on work experience you should use the following procedure:

Step 1:  Tell the person you don’t like being bullied or harassed and ask them to stop.

Step 2:  If the inappropriate behaviour continues talk to your trainer or work experience supervisor who will try to remedy the problem. 

Step 3:  If after talking to your trainer or work experience supervisor the inappropriate behaviour continues you should approach the Training Team Leader who will mediate to resolve the problem.

.
Student Responsibilities/Code of Behaviour

While you remain a student at Southern IML Pathology it is your responsibility to:

· To conduct yourself in a safe and healthy manner. 

· At all times adhere to strict confidentiality codes. 

· To behave in a manner which prevents injury and disease to you, your trainer and fellow students.  

· To wear appropriate shoes and clothing as well as personal protective equipment as required.

· To identify and report to your trainer any possible hazards from equipment, facilities and the environment.

· To comply with and assist in the institution’s emergency procedures.

· To refrain from smoking anywhere in the institution building.

· To refrain from drinking and/or eating in the workrooms.

· To attend class regularly and punctually.

· Notify the trainer if you are going to be late or absent.

· To comply with the Assessment Information outlined in the Student Handbook and the Training Record Book.

· To discuss any complaints or grievances with your trainer or institution principal.

· To ensure no discriminatory, harassing or bullying behaviour at all times to other students, staff, work placement supervisors or visitors to the institution.

· To report any discriminatory behaviour, harassment or bullying to your trainer, workplace supervisor or principal.

· To refrain from unacceptable behaviour including the use of bad language, sexually suggestive, lurid or smutty connotations or language, alcohol and drugs.

· To refrain from the use of devices which may disrupt classes’ e.g. mobile phones and pagers.

· To respect the rights of other students and the trainers and act courtesy to students and trainers.

· Not interrupt another student whilst they are being instructed assessed or coached by a trainer.


Student rights and obligations

○ high quality education and training 

○ be informed about personal information that is collected about them 

○ review and correct that information 

○ access the provider's consumer protection complaints system.

○ all consumers have obligations, including but not limited, to:

○ provide accurate information to the provider

○behave in a responsible and ethical manner.

Provider Obligations

All providers have obligations, including but not limited to:

○ provide the training and support necessary to allow the consumer to achieve competency

○ provide a quality training and assessment experience for all consumers 

○ provide clear and accessible feedback to the consumer

○ provide a consumer protection system including an identified consumer protection officer 

○ maintain procedures for protecting consumers' personal information.

Students who choose not comply with the Code of Behaviour will be given a verbal warning in the first instance, a written warning in the second instance and dismissal in the third and final instance.

This course aims to provide participants with the skills and knowledge needed to become a pathology collector. A collector must be accountable for their own safety, the safety of the patient, as well as their co-workers and general public. Above all it must be remembered that Pathology is a science and it is expected that the product from Pathology is accuracy of results. That means that as collectors we must always be accurate in everything we do and never deviate or take shortcuts in our work as this may result in ramifications to the patient’s health or even death
Declaration 

I have read, understood and agree to comply with the information outlined in the Student Handbook and Training Record Book.

Please complete the Student Declaration Form – HLT37215 Certificate III Pathology Collection and HLT37415 Certificate III in Pathology Assistance (F812) supplied and return it to your trainer.

Name:_____________________________________________________________

Signature: __________________________________________________________

