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AGB HUMAN RESOURCES 
 

WELCOMES YOU TO OUR TRAINING COMPANY 
 
OUR VISION 
 
·  Flexibility 
·  Communication 
·  Continuous Improvement 
·  Customer Service 
 
 
OUR MISSION 
 
“TO PROVIDE HIGH QUALITY SERVICE BY MEETING CUSTOME R NEEDS AND 
EXPECTATIONS” 
 
·  To provide high quality training to customers 
·  Listen to customers’ needs 
·  Provide a service of understanding at a profit 
·  Feedback 
·  to provide high quality service in: Meeting key stakeholder’s needs and expectations through 

consultation 
 
 
SITE CONTACT DETAILS 
 

AGB Human Resources – Head Office 
241 Moorabool Street 
GEELONG VICTORIA 3220 
1300 002 515 
(03) 5222 3466 
(03) 5222 8960 
 
AGB Human Resources Transport and Logistics Licensi ng Centre 
23-25 Albert Street 
MOOLAP VICTORIA 3221 
(03) 5248 0232 
(03) 5248 4180 
 
Postal Address: 
PO Box 1284 
GEELONG VICTORIA 3220 
 
Site Operating Hours:  
Monday to Friday 9am – 5pm 
Saturday   Closed 
Sunday   Closed 
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ABOUT AGB HUMAN RESOURCES (“AGB”) 
 
AGB Human Resources is pleased to have you with us. Whether you are part-time or full time 
AGB clients, we want you to enjoy and benefit from the course you undertake. By taking action to 
learn, it ensures your career moves into the right direction. 
 

Training today is a vital and accountable part of any successful individual’s 
personal development. 
 
Individuals are increasingly capitalising on the competitive advantage 
gained by adding to a well-trained workforce. Competent, well trained staff 
are equipped with the skills and flexibility needed to adapt quickly to the 
rapid pace of change in today’s working environment. 

 
AGB Human Resources is playing an important role in encouraging employment growth by 
providing a training resource, creating a framework in which effective employment opportunities 
and training is more likely to take place. AGB Human Resources capacity to assist a wide range of 
individuals results in an AGB clients being consulted whenever a training or employment 
opportunity arises. 
 
AGB Human Resources places a great emphasis on attracting competent Training Consultants 
and encouraging continuous improvement by promoting their professional development. The 
company is committed to ensuring a safe and productive work environment for all our client’s. 
 
As a registered training provider, AGB strives to ensure quality in all aspects of training service 
delivery whilst meeting the requirements of the Australian Quality Training Framework. 
 
The management of AGB is committed to ensuring that  access and equity considerations 
are incorporated in the provision of training deliv ery and assessment. This means that all 
our clients receive the best possible training deli very. We achieve this by offering our 
clients flexible training options, ensuring that we  recognise the needs of each individual 
and customising their training experience to best s uit their needs 
 
How does AGB Human Resources actually provide effec tive training?  
  
Client focused 
 
Our programs and services have been developed from what our clients really need.  Since our 
inauguration in 2006, we have listened to our client’s needs and goals and set out to assist them in 
achieving these with a no fuss, realistic approach. 
 
Flexible and adaptable 
 
We evolve and continually improve our training abilities in order to adapt to change.  At AGB 
Human Resources, growth and change are promoted. We are small enough to absorb change and 
continue a dedicated, personalised and friendly service to our clients. 
 
Innovative  
 
AGB Human Resources believe there are no limits to how we can provide assistance and support 
to our individual clients.  Initiative and imagination are encouraged and nurtured across the 
business. 
 



 

 
 

 

We would like to take this opportunity to encourage you to use this guide as an important resource 
as you make your way through your training program and career pathway. 
          
AGB Human Resources is a Registered Training Organisation (RTO) that provides training 
programs designed to be adapted to individuals’ learning needs, abilities and expectations using 
proven training methods, motivation and encouragement. 
     
Our programs offer opportunities to assist you in the development of your skills and knowledge. 
We have a belief that our programs offer the opportunities to assist in the development of our 
client’s skill and knowledge as preparation for your chosen career pathway and assist your ability 
to access your employment goals. The Difference is in the Approach. 
 
We offer both complete training packages and/or individual units of competency, tailored to the 
clients’ and/or employers needs. AGB Human Resources is committed to providing high quality 
competency based training and assessment from nationally accredited courses, to meet the needs 
of its clients and the wider community. AGB Human Resources is committed to continuous 
improvement of the training and assessment that it delivers, thereby further strengthening ties 
through consultation with local industries, clients, and other Registered Training Organisations and 
training industry regulators. 
 
OUR RESPONSIBILITY TO YOU 
 
·  To develop a learning environment which is positive, safe, encouraging and accepting of 

individual differences. 
·  To embrace all competencies and learning outcomes. 
·  To provide you with accurate information about your progress and skill development. 
·  To provide a learning environment which is enjoyable and ensures success for all? 
·  To ensure all clients are treated as mature learners. 
·  A commitment to providing up to date, current, relevant information in a manner that suits 

individual and group learning. 
·  To recognise qualifications issued by other Registered Training Organisations. 
·  To ensure all operations and practices follow the principles of Access and Equity. 
·  To provide learning environment free of harassment and discrimination. 
 
YOUR RESPONSIBILITY TO US 
 
·  To attend training sessions regularly and on time. 
·  To act appropriately during the program and respect the rights of  

other clients and staff. 
·  To communicate any concerns which you may have about your 

learning  
outcomes to your trainer or to follow the AGB Human Resources 
appeals process / grievance procedure.  

·  To let the trainer know of any learning needs that you may 
require assisting you to successfully complete your training. 

·  To participate in activities to promote your learning. 
·  To complete any task set in an orderly and mature manner within the specified time frame. 
·  To contact AGB Human Resources if unable to attend training. 
 



 

 
 

 

GOVERNING BODIES, LAWS AND REGULATIONS 
 
A Registered Training Organisation is governed by several Authorities, Laws and Regulations, 
both state and national. These determine the standard which AGB Human Resources must 
comply to. To ensure all persons associated with AGB Human Resources are aware of the 
requirements, brief descriptions have been included below for reference.  
 
Australian Skills Quality Authority (ASQA) 
 
The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational 
education and training sector.  
 
ASQA regulates courses and training providers to ensure nationally approved quality standards 
are met. 
 
*Reference: http://www.asqa.gov.au/  
 
The key features of ASQA are: 
·  independence in our regulatory role and in providing advice  
·  transparency in our regulatory decisions and activities  
·  collaboration with industry bodies, employers, governments and registered training 

organisations.  
 
 Other Laws and Regulations that AGB Human Resources is governed by:  

 
·  National Vocational Education and Training Regulator Act 2011  
 http://www.comlaw.gov.au/Details/C2011A00012  
 
·  Privacy Act 1988  
 http://www.comlaw.gov.au/Series/C2004A03712  
 
·  Sex Discrimination Act 1984  
 http://www.comlaw.gov.au/Details/C2011C00443  
 
·  Racial Discrimination Act 1975  
 http://www.comlaw.gov.au/Details/C2009C00388  
 
·  Occupational Health and Safety Act 2004  
 http://www.comlaw.gov.au/Details/F2006B00652  
 
·  Public Record Act 1973 

http://www.legislation.vic.gov.au/domino/Web_Notes/LDMS/LTObject_Store/LTObjSt3.nsf/d1a8d8a9be
d958efca25761600042ef5/bd40624ff1104271ca257761002aaa5c/$FILE/73-8418a035.pdf    
 

·  Information Privacy Act 2000 
http://www.legislation.vic.gov.au/domino/Web_notes/LDMS/PubLawToday.nsf/95c43dd4eac71a68ca256dde0005
6e7b/cd652e34a04da6c2ca257505007ce686!OpenDocument   

 
·  Electronic Transactions (Victoria) Act 2000 

http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/f932b66241ecf1b7ca256e92000e2
3be/f3176112f522da6bca256e5b00213e26/$FILE/00-020a.pdf  

 



 

 
 

 

Skills Victoria 
 
Registered Training Organisations are authorised by the Victorian Government through Skills 
Victoria to deliver funded training that is nationally recognised around Australia.  AGB Human 
Resources must demonstrate that we are: 
·  Financially viable 
·  Registered in Victoria, with the capacity to deliver courses on our existing Scope of 

Registration 
·  Providers of quality training, demonstrated through a satisfactory registration audit record and 

mandatory publication of all audit reports 
·  Compliant with the Australian Vocational Education and Training Management Information 

Statistical Standard (AVETMISS) in the provision of data 
 
VTG – Victorian Training Guarantee 
 
The Victorian Training Guarantee is making training more accessible to people who do not have a 
post-school qualification, or who want to gain a higher level qualification than they already hold. 
 
The Victorian Training Guarantee entitles eligible students to a government subsidised place 
through one of Victoria’s TAFE institutes, university TAFE Divisions, Adult Community Education 
organisations, or private registered training providers. 
 
 
POLICIES AND PROCEDURES 
 
Access and Equity 
 
AGB Human Resources applies Access and Equity principles to its operations and aims to provide 
timely and appropriate information, advice and support services to assist employers, clients, and 
trainers to achieve their desired outcomes.   
 
AGB Human Resources will ensure that they do not discriminate on any grounds.  That no person 
will be directly or indirectly disadvantaged due to gender, race, pregnancy, political or religious 
beliefs, disability, age, marital status, parental or carer status, physical features, personal 
association or sexual preferences. 
 
Support for clients from specific groups is included in the planning, delivery and assessment of 
training. 
 
Privacy Policy 
 
AGB Human Resources adheres to the Privacy Amendment (Private Sector) Act 2000.  AGB 
Human Resources collects personal information from you to assist in vocational services, 
participation in lifestyle and training programs and engaging in voluntary work with AGB Human 
Resources.   The information may be provided to CentreLink, the Commonwealth Department of 
Family and Community Services, the Department of Human Services, the Office of Tertiary and 
Education and where required to other funding bodies and /or legislation.   
 
An individual can choose not to provide such information, however this may impede the ability of 
AGB Human Resources to assist that individual.  An individual, on request, can access his or her 
personal information held by AGB Human Resources. 



 

 
 

 

 
Confidentiality and Clients Files 
 
All information given by clients to the AGB Human Resources is treated confidentially.  A file is set 
up for each client in courses run by AGB Human Resources.  This file will contain all records 
related to your involvement in the program, and will include samples of work completed. 
 
Files are secured in a locked cabinet and only authorised AGB Human Resources staff can 
access these files.  You may request to view your file at any time. With your prior written consent 
other people may view your file. 
 
Code of Conduct 
 
All clients are responsible for acting and ensuring others act in accordance with Occupational 
Health, Safety and Environmental laws, regulations and policies at all times. 
 
Treat others with dignity and respect, and are honest and fair and ensure that our behaviour is 
beyond reproach. 
 
Use AGB Human Resources property responsibly and safely. 
 
Remember that we are accountable for our actions and responsible for their consequences. 
 
Harassment Policy 
 
AGB Human Resources aims to provide a learning environment free of 
harassment and discrimination and to protect the safety and well being of 
individuals.  No person shall be directly or indirectly disadvantaged due to his 
or her sex, race, pregnancy, political or religious belief, disability, age, marital 
status, parental or carer status, physical features, personal association, 
sexual preference, or being from a non English speaking background.  
 
Any person who feels that they are is being sexually harassed or 
discriminated against should advise the other party that the conduct is 
inappropriate, offensive and must cease.  If it continues the person has the 
right and is encouraged to make a complaint, which will be treated seriously, 
sympathetically and confidentially.  Action will be taken to stop the harassment or remedy the 
discrimination. 
 
If a complaint of sexual harassment is substantiated against any individual person, the person may 
be disciplined. If the behaviour does not change, the complaint can be brought to the attention of 
the Operations Manager of AGB Human Resources, who will deal with the matter. 
 
The person may be unaware that their behaviour is upsetting and discussing the situation 
amicably may clear up any misunderstanding. If the harassment or discrimination continues, 
assistance should be sought or a formal complaint should be made. Any necessary investigation 
will be carried out in an impartial manner. 
 



 

 
 

 

Disciplinary Procedures 
 
Where disciplinary action is required, the trainer shall notify the clients of the reason.  The first 
warning shall be verbal and will be recorded on the clients file. 
 
If the problem persists or is of a serious nature, the matter will be discussed with the clients by the 
trainer and Senior Manger and the warning will be provided in writing. A copy will be given to the 
clients and a copy will be placed in the clients file.  Reasonable opportunity for the clients to take 
corrective action will be provided. 
 
If the problem continues, the clients will be placed on notice by the Senior Manager and further 
occurrences will result in further action up to and including dismissal from the training course.  This 
notice will be provided in writing as a final written warning. 
 
In the event of continued breaches the clients will be dismissed from the training course. Dismissal 
of a client from a training course may occur for acts of “serious and wilful misconduct” without 
recourse to the above procedure. If a dispute should arise over the disciplinary action, the course 
of action to be followed is the same as for complaints and grievances.  
 
Grievance Procedure 
 
AGB Human Resources is committed to facilitating a learning environment that is fair and 
equitable.  Clients can raise any matters of concern relating to assessment, the quality of the 
training, clients amenities, discrimination, sexual harassment and any other issues which may 
arise. AGB Human Resources will act upon any complaint, dispute and/or grievance found to be 
substantiated.  
 
*Refer to the Grievance Procedure Flow Chart 
 
The Appeals Process 
 
The following is the AGB Human Resources appeals process.  
 
·  In the first instance, approach the trainer or discuss it with the 

person concerned. 
·  If unresolved approach the Senior Manager 
·  The Senior Manager will give you a Clients Complaint Form.  

*Refer to the Client Complaint Form 
·  If the complaint is not resolved to the client’s satisfaction then it is 

recommended that a formal complaint be lodged (following AGB 
Human Resources policies and procedures) and this complaint will 
be forwarded on to the AGB Human Resources Managing Director 

 
All appeals will be handled professionally and confidentially in order to achieve a speedy 
resolution.  Any appeals will be managed fairly, equitably and as efficiently as possible. If required, 
alternative measures may need to be explored such as the involvement of an independent 
mediator. 
 



 

 
 

 

Documentation 
 
All complaints, grievances, appeals and their outcomes will be recorded in writing. Clients are 
advised to fill out a ‘Clients Complaint Form’ ensuring the following information is provided. 
  
·  Description of the complaint. 
·  What action was taken to try and resolve that complaint? 
·  A suggested remedy to the problem. 
·  The agreed action. 
·  Outcome. 
·  Dated and signed. 

 
Refund Policy 
 
AGB Human Resources Refund Policy is as follows: 
·  If there is a cancellation of a course, a refund will be provided in full within four (4) weeks of 

notification. 
·  If the commencement of the course is postponed and this results in people being unable to 

attend, a refund will be provided in full within four (4) weeks of notification 
·  If a client withdraws before the course is due to begin, notification must be received prior to 

two (2) weeks, to when the course will commence to receive a full refund.  An administrative 
fee of $100.00 will be charge if less than 2 weeks’ notice is provided. 

·  If a client withdraws, by written notice, from training at any time up until 4 weeks after the 
scheduled commencement date of the course, AGB will refund the tuition fees paid in respect 
of the enrolment in excess of the government prescribed minimum fee (for the course level). 

·  A pro rata refund may also be given for withdrawal during the course due to extenuating 
personal circumstances.  Such cases will be considered individually. 

·  Any withdrawal from the course four (4) weeks after commencement will NOT be refunded. 
 
 
CLIENT INFORMATION  
 
Getting to AGB Human Resources  
 
Use your connecting bus services to get to Geelong or Moolap. 
 
For all routes operating from Melbourne Rd, Corio Village, Rosewall 
Estate, Lara, North Shore, East Belmont, Belmont, Grovedale, Highton, 
South, Deakin University, Thompson Rd, Newtown, Herne Hill, and 
Newcomb, contact Benders Busways telephone 5278 5955 For routes 
operating from Rollins Rd, Donnybrook Rd, Corio Village, North Shore, 
via West Geelong, East Geelong, Breakwater, Whittington and 
Grovedale, contact McHarry’s Buslines on 5223 2111. 
 
Smoking 
 
AGB Human Resources is a smoke free environment.  We ask that all smokers only smoke 
outside in designated areas using the smoke trays provided and inappropriately discarded 
cigarette butts will not be tolerated.  
 



 

 
 

 

Moolap Site Traffic Management 
 
Our Moolap site aims to be a risk free environment to pedestrians, contractors and visitors and 
follow procedures to avoid plant, equipment and people     as follows: 
·  Gas bottles to be secured on site (chained at all times). 
·  Forklift operating speed is not to be faster than walking pace. 
·  Learners must be aware that the forklift and truck operators are learners under instruction. 
·  ALWAYS be aware of safety signage on site. 
·  Pedestrians must use only marked  pedestrian  walkways  where provided (no running). 
·  The wearing of safety vests is a mandatory  requirement when on site. 
·  The wearing of protective footwear is a mandatory  requirement working in the warehouse and 

training on the forklift on site. 
·  Do not operate forklifts or trucks without the permission and supervision of your instructor 
 
Moolap Site Drug & Alcohol Policy 
 
Professional drivers such as truck, bus, taxi, forklift drivers etc must, by law, have a zero blood 
alcohol concentration (BAC).  This is the same limit that applies to probationary and learner 
drivers, and people who have previously committed drink driving offences.  All other drivers must 
stay under .05 BAC.  Drink driving offences are not limited to public roads; they can be committed 
on private property. 
 
As the risk of serious injury is high when heavy vehicles or mobile plant is mixed with trainee 
drivers and alcohol, AGB trainees at the Moolap site must be in compliance with the law.  
 
No alcohol is allowed to be consumed during the training hours including breaks. Trainees have a 
responsibility not to drink large quantities of alcohol before training including in the evenings.    
 
Some prescribed medications may affect your ability to drive or concentrate so these should be 
declared to the trainers before starting training.  No illegal drugs are permitted before or during 
training. 
 
For the protection of all, random breath testing (RBT) maybe requested at any time of the day.  
Should the RBT identify a positive reading the client will be prohibited from continuing further 
training and must re-schedule training at their own expense.  If someone appears to be acting 
irrationally and is suspected of being under the influence of drugs they will be prevented from 
undergoing training. 
 
While we recognise the trainees right to refuse the breath testing the result of doing so shall be the 
same as a positive test, i.e. prevented from continuing further training and must re-book training at 
their own cost. 
 
In the case of a Job Seeker, AGB-HR will report immediately to the Case Worker / Agency.   
If the tested trainee has a breathalyser result indicating greater than 0.05% or the person is acting 
irrationally and in either case the person decides to drive themselves away from the site, the police 
will be informed. 
 



 

 
 

 

Parking 
 
We advise all drivers to park either in the car park at the rear of our office, at a cost of $7.50 a day. 
The trainer may be able to advise of the nearest available free parking. 
 
AGB Human Resources Transport and Logistics Licensing centre maintains onsite parking 
facilities (refer to site plan). 
 
Fire and Emergency 
 
AGB Human Resources have Fire and Emergency procedures displayed around the building.  We 
ask that you make yourself aware of the procedure for evacuation.   
 
Emergency Organisation Contact details (when dialling out in an AGB Human Resources office 
phone, dial 0 to obtain an outside line): 
·  Fire    000 
·  Ambulance  000 
·  Police    000 
·  SES   132 500 

(Flood & Storm Emergency) 
·  Electricity  132 463 

(Electricity & Natural Gas) 
 
Food and Beverages 
 
AGB Human Resources sites and training rooms are to be a Nut Free and Seafood Free  
environment. This policy must be adhered to; otherwise there will be no option but to refuse food 
being brought onto the premises’.  
 
Tea and coffee will be supplied as part of the course.  At break/meal time you may wish to 
purchase food from one of the many outlets in Geelong or Moolap region or you may wish to bring 
your lunch.   
 
There is a microwave oven and refrigerator available for general use. AGB ask that, those who 
use the kitchen areas and equipment please ensure that they are kept clean and tidy. 
 
Mobile Phones   
 
As is the custom in all gatherings, mobile phones should be switched off.  Clients are 
advised to alert or advice family, friends and employers to use our reception phone 
number 03 5222 3466 for contact purposes during class hours.  
 
Working outside policy 
 
AGB Human Resources requires that its staff, students and clients wear clothing and accessories 
appropriate to the task when working outdoors. 
 
Use of appropriate sun protective Personal Protective Equipment (PPE) in line with Sun Smart 
guidelines including: 
·  Sun protective work clothing 
·  Sun protective hats 
·  Sunglasses 
·  Sunscreen 



 

 
 

 

 
Right of Appeal 
 
All client’s have the Right of Appeal regarding any decision made affecting them, including their 
course results. Prior to lodging a formal appeal, this matter should be discussed with the trainer 
and if the client is not satisfied with the outcome they are then advised to follow the appeals 
process. 
 
GENERAL COURSE INFORMATION  
 
Marketing 
 
AGB Human Resources will market its vocational education and training products with integrity, 
accuracy and professionalism, avoiding vague and ambiguous statements. In the provision of 
information, no false or misleading comparisons will be drawn with any other provider or training 
program. AGB Human Resources will not state or imply that training programs other than those on 
their scope of registration are recognised by the Australian Skills Quality Authority (ASQA). 
 
Induction/Orientation 
 
At the first session the trainer will discuss, and distribute a student information handbook to each 
clients.  The trainer will discuss and answer questions relating to any queries concerning the 
forthcoming training and assessment. 
 
The following areas will be covered: 
·  What is AGB Human Resources? 
·  What is Competency Based Training Assessment?  
·  Certificates – What will it lead to? 
·  Recognition of Prior Learning. 
·  Grievance Procedure. 
·  Appeals Process. 
 
Clients Recruitment and Selection 
 
Recruitment for all courses conducted by AGB Human Resources Registered Training 
Organisations will be conducted in an ethical and responsible manner, consistent with the 
principles of Access and Equity. At commencement of training a Pre-Training Review will be 
arranged and any special needs identified. 
 
Enrolment 
 
On commencement of the training program, enrolment forms are completed.  The enrolment forms 
are kept in a clearly marked manila folder and stored in a secure cabinet. All information provided 
on enrolment forms will be treated in accordance with our Confidentiality and Privacy Policies.  At 
enrolment, all fees will be paid (unless prior arrangement) and a written receipt will be given. 
    



 

 
 

 

Pre-training Review 
 
It is the policy of AGB Human Resources that all clients will be provided with assistance and 
support for any language, literacy, and numeracy deficits. 
 
On commencement of any course all clients will complete a Pre-training Review which will assess 
these deficits.  
 
Pre-training Review also allows the clients to indicate prior learning and/or workplace experience 
in the learning field you are applying for. From this, the trainer is able to work with you, as the 
client, to ensure your prior skills and knowledge are taken into account when generating a training 
plan before beginning your course. 
 
Recognition of Prior Learning (RPL)  
 
AGB Human Resources offers Recognition of Prior Learning (RPL) which is the acknowledgement 
of skills and knowledge obtained through learning outside the formal education and training 
system. 
 
We learn skills and gain experience throughout our lives. Work experience gained on the job, or 
through the practice of skills in other realms of our life, like social and sporting groups, all 
contribute to our skill and knowledge development. The RPL process allows you to provide 
evidence of those skills and gain formal recognition towards a nationally accredited qualification 
 
When you enrol or request an RPL for a unit(s), an interview will be arranged with your trainer, 
where he/she will discuss with you in detail what is required to be demonstrated for each unit and 
how your previous experience and informal training matches the criteria. The trainer will then 
develop an RPL plan which will suggest some types of evidence that could be produced to prove 
competence.  
 
Your successful application for RPL could provide you with a full or part qualification, and avoid 
duplication of training.  
 
*Refer to the RPL Application Procedure Flow Chart 
 
Credit Transfer 
 
AGB Human Resources will recognise Certificates and Statements of Attainment issued by 
another Registered Training Organisations. In order to be awarded a Credit Transfer, the 
Certificate and/or Statement of Attainment must relate to the same Training Package and have 
exactly the same unit code/s.  
 
You will need to produce an original copy of your Qualification and / or Statement of Attainment 
and providing the unit codes match exactly you will be awarded a Credit Transfer for this unit of 
competency. If your certificate and/or Statement of Attainment relates to an earlier Training 
Package you may wish to apply for Recognition of Prior Learning as above. 
 



 

 
 

 

Fees and Charges 
 
AGB Human Resources is funded for some courses through Skills Victoria which is a division of 
the Department of Employment Education and Workplace Relations (DEEWR). 
 
Depending on contractual agreements regarding fees, your tuition contribution is set by Skills 
Victoria. This is organised either by AGB Human Resources or a funding agreement which is to be 
discussed with the clients prior to commencement of training. Even when accessing funded course 
you must still pay a contribution towards your training course. For some government-funded 
courses concessions are available.   
 
Collection of fees 
 
The collection of training fees will occur when the clients enrols.  A written receipt will be given. 
Clients may set up a part payment system, Please contact the trainer to discuss this matter. 
 
Attendance 
 
Full attendance is most advantageous except when there is an illness, accident, or job interview.  
In general, 80% attendance is required. If you are working casually, we ask that you please let 
your trainer and the Operations Manager know as soon as possible the times you will be missing.   
 
Course Involvement 
 
It is a requirement of all Nationally Accredited Courses, that all clients be actively involved in 
sessions.  It is advantageous that all clients contribute to group discussions and complete tasks 
set in timeframes allocated.  Wherever possible, AGB Human Resources will provide assistance 
and support clients to achieve goals and outcomes for each unit of the course. 
 
Support Services 
 
All clients will be made aware of support services and accessibility issues. 
 
Wherever possible, modified facilities and resources will be provided to assist clients with specific 
disabilities. 
 
Where required, additional support and assistance can be obtained or AGB Human Resources will 
outsource to appropriate local welfare and guidance support services within Geelong. 
 
Competency Based Training 
 
Training that is aimed at providing learners with the skills, knowledge and understanding to 
demonstrate proficiency against related industry standards. 
 
Competency Based Assessment 
 
In keeping with the principles and practices of competency-based assessment, the competency 
will be made on an accumulation of evidence, not on isolated activities or events.  Once you have 
been assessed against the standards you will receive a grade of “C”  for Competent or “NYC”  for 
Not Yet Competent .  Not Yet Competent means that you have not met the requirements and will 
be given another opportunity for re-assessment. 
 



 

 
 

 

Assessment 
 

·  Providing user friendly learning resources.  
·  Providing opportunities for learning that is adult focused. 
·  Making available additional support when required. 
·  Providing clear information about the requirements of the course, including the assessment 

details. 
 
Requirements of the Assessment Process 
 
The requirements of the assessment process are: 
·  To confirm that clients have acquired the competencies identified in the learning outcomes. 
·  To demonstrate that clients are competent to the agreed industry standard. 
·  To be assessed by a qualified/experience trainer. 
 
Assessment Method 
 
Assessment methods include but are not limited to: 
A = Written Report 
B = Question and Answer 
C = Case Study 
D = Demonstration / Role-play / Scenario 
E = Workbook Activities 
F = Third Party Report 
G = Observation 
H = other (please specify). 
 
High Risk Work Reassessment 
 
All students who have been deemed as “not yet competent” for the desired High Risk Work 
License, following a discussion with the assessor regarding the assessment outcome, have the 
opportunity for reassessment. 
 
Discussion with the assessor can indicate whether the student requires further training and/or 
further workplace experience prior to reassessment.  
 
All discussions and results will be documented as file notes for future reference. 
 
Guidelines for High Risk Work reassessment 
 
Reassessment must be undertaken within 12 calendar months of initial assessment, otherwise the 
student is required to undertake the training as well. 
 
If the student undertakes reassessment within 2 calendar months, the student is only required to 
complete the particular section which was deemed “not yet competent”. AGB Human Resources 
will strive to ensure the same assessor reassesses the student. In the event that the same 
assessor is unavailable,  the assessor assigned will review all documentation, including initial 
assessment and file notes containing details of discussions, to ensure that the reassessment is 
undertaken appropriately. 
 
Where students undertake reassessment 2 calendar months after the initial assessment, the 
student is required to re-take the whole assessment. 
*Refer to “Persons Performing High Risk Work – Assessment Instructions and Resource Requirements” issued by 
Work Safe Australia 



 

 
 

 

 
Evaluation/Feedback 
 
Throughout the duration of the course there will be scheduled intervals for evaluation and 
feedback.  You are encouraged to provide constructive information that will assist us in further 
development of the course.  All feedback is treated confidentially.   
 
NCVER Student outcome survey’s 
 
As a Registered Training Organisation, AGB Human Resources is required to participate in 
National Student Outcomes Survey’s managed by National Centre for Vocational Education and 
Research (NCVER). As a student of AGB Human Resources, it is possible that you may receive a 
survey from NCVER regarding the course/s undertaken with AGB Human Resources. 
 
 
E-LEARNING (ONLINE LEARNING) 
 
E-Learning is an electronically supported learning and teaching system, which offers the student a 
chance to learn in a self taught environment. E-Learning incorporates the students existing 
knowledge with their current learning abilities. 
 
The benefit of E-Learning is that it is self paced learning and gives you the freedom to learn 
anywhere at any time. Students are not bound to specific classroom times that can often interfere 
with day-to-day activities such as work or even time with the family. 
 
Our trainers have the highest standard of knowledge AGB Human Resources has to offer. 
Trainers are on hand to offer support and knowledge to any student when needed. 
 
AGB Human Resources is moving forward in the world of training. We offer many online 
accredited courses and our mission is to one day having all our accredited courses online. 



 

 
 

 

THE GRIEVANCE PROCEDURE FLOW CHART 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student approaches the trainer to have the 
complaint dealt with and resolved 

Complaint resolved 

Yes No 

Student completes the Student Complaint 
Form which is referred to the Senior 

Manager 

Grievance forwarded to 
General Manager 

No further action required 
and paperwork is filed. 

Yes No 

Student has an unresolved complaint 
 

No further action required and 
paperwork is filed. 
 

Complaint resolved 



 

 
 

 

CLIENT COMPLAINT FORM 
 

 
 
 
 
 

Instructions to Clients  
 
1 Complete this form and submit to the Operations Manager as soon as possible. 
2 Clearly state the nature of your complaint and clearly indicate what you have done to resolve the 

issue yourself. 
3 All complaints will be treated seriously and you may be required to discuss the complaint with 

General Manager of AGB Human Resources or Chief Executive Officer of AGB Human 
Resources. 

Describe your complaint  
 
 
 
 
What action have you taken to try and resolve this complaint? 
 
 
 
 
Do you have a suggested remedy to the problem? 
 
 
 
 
Agreed Action 
 
 
 
Outcome 

I hereby declare that the information provided on this form is true and correct. 

Clients Signature    Date   _____________ 

Senior Manager      Date_______________ 

Surname   Given name/s  



 

 
 

 

RPL APPLICATION PROCEDURE FLOW CHART 
 
 

Application successful Application unsuccessful 

Clients officially informed of outcome of 
application and given copy of signed RPL 

Application 

Clients officially informed of reasons for 
rejection of application 

Clients re-apply Client’s appeals Clients seeks formal re-
assessment 

Application re-assessed 
in consultation with 

clients 

Clients undertakes 
formal 

 Re-assessment 

Clients provides 
additional information in 

support of the application 

Final decision made by the General Manager/Operations Manager in consultation with trainer  

Clients enrols in course 

Formal application for Recognition of Prior Learning completed and interview arranged with 
trainer. A client gathers evidence as required  

Application assessed by trainer in consultation with the Senior Manager 


