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Student Information

Key People

Director                                                          Dr Aziz Latif
Training Director                                           Dr Aziz Latif

General manger                                                Alan Cocks

Taxi Driver Training 

Parramatta – Manager                                  Dr Aziz Latif

Trainer/assessor                               Morshed Chowdhury
Surry Hills – Manager                                    Alan Cocks

Trainer/assessor                               Manoj Kumar Nanda               
Training Director Role

The Training Director is responsible for the leadership, management, administration and supervision of Taxi College training programs and training staff. 

Trainer Roles

Trainers and assessors are responsible for planning, preparing and training in the appointed courses. They are also responsible for maintaining a healthy learning environment for students.

Assessor Roles

Assessors are responsible for conducting assessments on participants as required by the competency standards and curriculum used to develop the course or training program. 

Assessors use assessment tests set by the industry – the NSW Taxi Council. 

Taxi College assessors will issue qualifications to those who successfully achieve the competency required by the course or successfully apply for RPL.
Course Fees 

Details of Course Fees have been given to you before you enrol. The conditions for fees and refunds are listed on the enrolment form. Taxi College will withhold any Certification for fees not paid. 

If the situation should arise where Taxi College cancels or postpones the start date of a course those who have paid a deposit or fees will be offered a transfer to the next course or a  refund.

Curriculum

Taxi College delivers the following courses : 

Taxi Driver Training – Taxicare Plus.
This is the required qualification for new taxi drivers in the Sydney Metropolitan Area.

Certificate I in Transport and Logistics 
(Road Transport) TLI 10202.

Certificate II in Transport and Logistics 
(Road Transport) TLI 20202.

Certificate III in Transport and Logistics 
(Road Transport) TLI 30202.

Other courses will be advised as they become available through the College. 
Textbooks and materials
The NSW Taxi Council produces the workbooks and materials required for the TaxiCare Plus Bronze level course. These are purchased separately by the students through the College. 

Other courses may require a textbook or manuals and these are additional to the course fees. We keep the course fees low and students organise their own learning materials. 

Attendance

Students are responsible for managing their attendance and attending the classes as set down in the timetables. Students work in the computer classroom and attend classes day, evening and weekends. 
Attendance records are kept for every class and signed off by the trainer/assessor. A minimum attendance to complete the workbooks and tests is required by the NSW Taxi Council. 

Breaks

Course break times will be negotiated between the students and the trainer. It is recommended that a fifteen-minute break be given for every 50 to 90 minutes. Lunch breaks should be 30 to 60 minutes. 

College hours of opening and timetables 

Taxi College operates 6 days a week.

Monday to Thursday 9am to 9pm

Friday and Saturday 9am to 4pm

The timetables are set each month/week and classes can be taken day, evening and weekends to suit the learner. The timetables can be picked up at the reception administration area.

How to have a great day at our College 

1. Come well rested.

2. Have breakfast (tea if evening course) prior to commencing.

3. Come ready to learn – determine to leave outside concerns outside.

4. Allow plenty of time – plan to be 15 mins early.

5. Pre-read any material to be covered the night before
Surry Hills and Parramatta locations
The Surry Hills campus is near the Central station and buses. 

The Parramatta campus a short walk from Parramatta and Harris Park stations.    Parking is available at the Parramatta campus
Please ask for advice on public transport and parking.

Student Services
Student Information Service

Taxi College provides timely and appropriate information, advice and support services that assist students in achieving their identified learning outcomes. Information, advice and support services include;

· Student selection and admission – Every student will be informed of the entry requirements for a course. This is both written and at an initial interview, in person or by phone. The entry requirements may be set down by Transport NSW. The Path to a Taxi Driver Authority is the main document that explains all the steps involved in getting a licence. We take students through these steps and assist where necessary.

· Student fees and charges, including fee refund policy – Fees for courses are clearly identified on promotional material and the Fee schedule. Fees include costs associated with the service such as tools and personal protective equipment, unless otherwise stated. TaxiCare Plus Workbooks are an additional cost to the student. The fee policy is set out on the enrolment form and explained to people at the initial interview prior to enrolment. Payment of fees does not mean a student is guaranteed successful completion of a course. To ‘not yet achieve’ the competencies in a course will not result in a refund.

· Student awareness of the Taxi College Code of Practice – All students are made aware of the organisation’s Code of Practice which is displayed in the training rooms and available in leaflets. We explain that as a Registered Training Organisation we must meet certain standards and that we are an approved provider through the NSW Taxi Council.

· Training, Delivery and Assessment procedures – Every student, on admission into a course will be provided with this Student Handbook, a Course Overview, and TaxiCare Plus materials that outline the training, delivery and assessment procedures. All assessments meet the National Assessment Principles of validity, reliability, flexibility and justice (fairness) and NSW Taxi Council standards.

· Student appeals and grievance procedures – Every student has the right to appeal assessment decisions or lodge a grievance. The procedures for doing so are outlined later in this Student Handbook and forms are available at the reception.

· Student induction- is held at the start of each course. We make sure that students are provided with all the above information. 

Learner Support Assistance

We want our students to succeed in their learning. If students are having difficulties learning we will provide the following types of learner support assistance.

Students are encouraged to discuss any problems or issues they may have in learning. The trainer will try to identify together with the student what issues the student may face in learning and the appropriate assistance. If appropriate the trainer will discuss this with the Training Director.

Assistance will be provided to the student depending on the nature of the issue identified and our available resources. Such assistance may include:
· Explanations of parts of the learning that have not been understood. We have staff who can translate into languages other than English. 
· References to further support material that may help students e.g. self paced English language learning guides

· Guidance on study methods that may help improve learning

· Repeat of classes (subject to availability)

· Flexibility in the delivering of training in terms of timing

· Extra time on computer based learning as appropriate

· Individual or group coaching of student, subject to financial constraints

Student welfare and guidance

Taxi College will advise and guide students with honesty and without bias or prejudice. References to the quality and/or price of competitors will not be made. We may refer students to other providers if Taxi College does not or cannot deliver the preferred service.

If students require additional English classes we will refer them to language agencies such as AMES, TAFE, Community Colleges and Migrant Resource Centres. 

We do not offer personal and other welfare advice. 
Legislation, Policy & Procedures

Equal Employment Opportunity

All staff and students are entitled to, and will be given equal consideration and treated with equal respect. Taxi College will in no way discriminate against staff or students on the basis of race, gender, sexual preference, belief, or age (Note that a minimum specified age of 20 for NSW Taxi Drivers to gain a Taxi Driver Authority is set by Transport NSW). Further, the organisation will monitor the composition of its workforce and the classroom, and introduce action if it appears that this policy is not fully effective.

Harassment

Harassment and victimisation is offensive, intimidating, uninviting and unwelcome behaviour designed to damage, belittle, or take advantage of, another person. It includes

· physical assault, including sexual assault, offensive jokes and suggestions, verbal abuse,

· distributing or displaying offensive material (pictures, cartoons etc);

· making offensive telephone calls;

· making suggestions about sexual activity or sexual favours with threats or promises 

· telling jokes or making derogatory comments about a person’s age, sex, race, cultural background or disability;

· isolating, segregating, or humiliating, questioning or ignoring another’s capabilities because they are of a particular gender or belong to a minority group.

The College will follow up on complaints of harassment from students. You should first talk to the teacher, or the Director about your circumstances. There is a process to follow such complaints that is fair and meets our legal obligations. You have the right to seek advice from relevant government bodies such as the Anti-Discrimination Board or an Ethnic Council. 

Disability

Taxi College will make reasonable adjustments in order to cater for the needs of staff and students who have a disability. 

· Workstations will be adjusted and made ergonomically sound for any other kind of disability.

· Written and reading material will be adjusted to meet the needs of those with low literacy skills.

Gender

Taxi College encourages and accepts both women and men into all of its courses and staff. Every attempt is made to ensure that resources used, have appropriate non-gender specific language. Any gender specific language that is used is not intended to offend or discriminate.

Occupational Health & Safety

Taxi College and trainers and assessors are aware of

· The NSW OHS Act 2000 as it relates to their educational environments.

· Principles and practice of effective OHS management.

· Common hazards in educational environments.

· OHS management systems, policies and procedures needed for OHS compliance within the training organisation such as the Safety Incident Form

Trainees, students or course participants are made aware of 

· Hazards in the training environment as well as in their industry.

· The OHS procedures and safety incident forms

· OHS signs and symbols

· Their legal rights and responsibilities in terms of OHS

· The legal rights and responsibilities of employers and employees.

· Go to www.workcover.nsw.gov.au for details

Evacuation                                                        
 In the case of an emergency requiring evacuation of the building:
· The trainer will notify his/her class that they will be evacuating the building.

· Take your personal belongings and calmly walk with the group to the Exit. 

· The whole group will meet at an assembly area where your trainer will check the attendance.

· Remain at the assembly area until further instruction.

Record keeping

· Student Progress reports – All students have an individual file and the Progress Reports are signed off in this file. 

· Student results – A number of assessments are done during the Taxi training course. These results are kept in individual files. 

· Evaluation reports – All courses are evaluated and the evaluations are read and acted upon by the Training Director

· Personal details - Every student has a personal file set up and held by the Office. These details must be kept up to date. It is your responsibility to advise us of change of address, phone contact, email or other matters. This information is confidential. You have the right to access your file.

Copyright

· Taxi College adheres to the Copyright Act.

· All course materials and software are licenced.

Security

· Personal property - Students are responsible for their own personal belongings. Taxi College will not accept any responsibility for stolen or damaged personal property.

· Student records – Records are kept in a lockable filing cabinet in the administration offices. Only those with authority are able to access them. Student records are not to leave the premises, except for when they are being archived. 

· There is a member of staff at all times on the premises in view of the training rooms and computer centre.

Rules of Conduct

Student behaviour

· Students must behave in a professional way at all times. They must behave with courtesy and respect for other students and staff and follow all reasonable requests of staff.

· Students must follow all legislative requirements and laws in NSW including, but not limited to, anti-discrimination and occupational health and safety.

Personal presentation

· Students are required to be presented in practical, neat, decent and comfortable attire whilst on a course.

· Where personal protective equipment is a requirement, participants are expected to wear it.

· As students share the training facility, an acceptable level of personal hygiene is expected.

Training rooms

· Training rooms must be left tidy at the end of each day. This means tables are clean and in place, chairs are tucked in and any rubbish removed. This also means the whiteboards will be cleaned. Furniture must be treated properly. 

· Personal belongings of students and/or trainers should not be left in the training rooms..

· No food or drink is permitted in the rooms.

· Definitely no chewing gum is permitted in the training rooms.

· Posters – Posters may be attached to the walls or white board with blue-tack – No tape or pins.

· TV/Video / overhead projector – Students are not permitted to touch the television or video, even if they claim to be a technician. If it does not work and the trainer has any doubt, contact the manager. Do not attempt to fix something that you are not sure of. If a globe needs changing, contact the office.

· Mobile phones/pagers – All mobile phones and pagers are to be turned off whilst in training. Messages will be taken for trainers and students and given out on breaks.

· Visitors – Unauthorised visitors are not permitted to interrupt or join in a class.

Training and Assessment Strategy 

Training Delivery

Taxi College can deliver:

· Off-the-Job Training – in our training premises at Surry Hills and Parramatta and on locations designated by other Organisations.

· On-the-job Training – On the location where the tasks take place.

· Full-time Training – Full-time is a minimum of 20 hours of training per week.

· Part-time Training – Part-time training is under 20 hours of training per week.

· Flexible Learning  - Training takes place from the College open computer rooms or the student’s home and is self-paced. A trainer and assessor is on hand to guide students. 

The TaxiCare Plus course is delivered in our training premises and is built around a series of classes and workshops that students must complete. Students also work in flexible delivery mode using the computer rooms at both sites to progress through the workbooks and tests. 

Assessment Processes

All courses and components of courses will be assessed against the competency standards or the assessment criteria set out for that course against the industry regulations. 
For the TaxiCare Plus course there are a series of tests set down by the NSW Taxi Council and Transport NSW. See the Path to Taxi Driver Authority.
When you are ready, you can book a test with the office and you will be tested by the assessor. 

Qualifications or credentials cannot be purchased and payment for any course does not guarantee that the student will achieve the competencies required or receive the qualification or credential.

Competency Assessment results 
Can be Competent (C) or Not Yet Competent (NYC)
If the student receives a ‘NYC’ they will be briefed in private as to where they need to concentrate in order to achieve competency, and given another opportunity to undergo re-assessment. This opportunity may involve repeating part of the course. A student who still cannot demonstrate competency will be counseled and advised of options. This may include further training for which a fee may be payable.

Recognition of Prior Learning (RPL)

Recognition of Prior Learning (RPL) is the acknowledgement of the full range of an individual’s skill and knowledge – irrespective of how it has been acquired (through formal/informal training, work experiences and life experiences). It is granted on the based of candidates current competencies and evidence of past achievements.

RPL is also known as Recognition of Current Competencies (RCC), Assessment of Prior Learning, or accreditation of Prior Learning.

RPL is offered to all students. Interested applicants must first apply for RPL by making an appointment with the assessor. Following this interview the applicant will gather evidence to support their claim and submit it for assessment. The assessor will then examine and review the evidence and inform the applicant of the result.

Assessment only pathway for Taxi training

In practice at Taxi College, we are bound by NSW Taxi Council and Transport NSW testing systems. Students who believe they do not need to complete the full course can work at their own pace through practice tests in the workbook and book for an assessment when ready.

Student complaints, grievances and assessment appeals procedures

The full details of these processes are set out in our policy manual.

All student complaints, grievances and appeals must be dealt with in a constructive and timely manner.

All student formal complaints, grievances and appeals and their outcomes must be recorded in writing

Steps to follow in an assessment appeal: 

1 For testing and assessments, if the student appeals the results, the Assessor will immediately discuss the outcome to resolve the difference and reach agreement.  

2 If agreement cannot be reached, the student has the right to be assessed again by the same assessor, or requests that another assessor undertakes the assessment.

3 If agreement is still not reached, an appeals form must be completed. Then the student and Training Director, or nominee, shall meet to discuss the assessment.  Details of the meeting will be recorded in writing and the student informed.

4 If agreement still cannot be reached, and the student wishes to make a formal appeal, then this appeal must be heard by an independent person or panel if resolution cannot be reached first

5 Each appellant must be given an opportunity to formally present her or his case

6 Each appellant must be given a written statement of the appeal outcomes, including reasons for the decision

Steps to follow if students have a complaint or grievance with the College:

1 In the first instance, the complaint should be discussed with the relevant member of staff. 

2 If the student is not satisfied, a complaints form should be filled out and left with the Training Director. 

3 Then the Training Director, or nominee, shall investigate the complaint. Details of any meetings with the student / complainant will be recorded in writing and the student informed.

4 If agreement still cannot be reached, and the student wishes to pursue the matter it can be taken to the Department of Fair Trading or reported to VETAB. 







Our Responsibility – the Taxi College Code of Practice

Taxi College undertakes to meet the requirements set down as a registered training organisation. Our responsibilities are set out in the Code of Practice, the Policy Manual and in this Student Handbook. Students have access to all these documents 2002 V1  Updated March 2011 V6

