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 This Code of Practice sets out guidelines for the ethical conduct of our organisation.

We are committed to the following code of practice in the provision of training services. 

The person responsible for disseminating information in this document to staff is the Director or their nominee. 

Clients enrolled with our College will receive this information prior to enrolling in our courses. 

Vocational Education & Training Standards

Taxi College will adopt policies and management practices which maintain high professional standards in the marketing and delivery of vocational education and training services and which safeguard the interests and welfare of students.

 As a registered training organisation, we will strive to continuously improve our services and to meet the standards set out by VETAB and the government under the Australian Quality Training Framework.
Legislation
The College undertakes to ensure that all relevant legislation and regulations are followed. 

Recruitment Information for Students
Prior to commencement in a course, students will receive details as listed below. The enrolment form and fees and brochures explaining the pathway to gaining a taxi driver’s license will be provided. Staff will be available to answer further questions by phone and at interviews.

· The pre-course information will include :

· How students are selected and how to apply and enrol ; 

· fees and charges, including refund of fees policy (where applicable);

· course information, 

· course delivery and assessment including recognition (RPL) processes

· provision for language, literacy and numeracy assessment;

· student induction and support, 

· our access and equity policy and student welfare and guidance ;

· appeals, complaints and grievance procedures; 

· what we expect from students and the disciplinary procedures; 

Selection and Induction of Students
· Enrolment will be based on assessment of the participant’s experience and eligibility. Special needs will be assessed and appropriately actioned.  This assessment will include and assessment of the students literacy, numeracy, language and physical requirements. 
· All students will be issued with a Student Handbook upon enrolment

· All advertising and promotional material/activities are to be compliant with VETAB standards.
· When we make selection decisions we are aware of our responsibilities and students’ rights under equal opportunity and anti-discrimination legislation.

Training Delivery Procedures
· We will maintain a learning environment that is comfortable and friendly to support learning outcomes and the educational success of our students. We will provide adequate and appropriate facilities and teaching materials. 

· The students on each course will be monitored and assessed on their 
performance, course attendance and progress.

· Training presenters and assessors are qualified according to the standards set out in training packages, curriculum and the quality training standards. 

· We ensure that our training presenters will be sensitive to the culture and learning needs of the participants.

· Recognition Processes including mutual recognition of certificates from other registered training providers.
We recognise that some students may have prior learning, previous qualifications from other registered training organisations or experience in the industry or from overseas. Applicants for recognition of prior learning will be identified in the application phase and offered ways to gain credit or recognition according to the RPL procedures and forms. We are however bound by assessment processes set by the NSW Taxi Council and  Transport NSW  These will be discussed with applicants. 
Marketing of Training and Assessment Services.

· We will market our products with integrity, honesty and accuracy.  No false or misleading information will be provided. All advertising and promotional material/activities are to be compliant with our policy.

· We will market our services consistent with legislative requirements.
Complaints grievances and appeals 

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

· If a student disagrees or disputes the outcome of the competency assessment, it is important that the dispute is settled as quickly as possible.  Our assessment appeals process is detailed step by step in the policy manual and student manual 
· and will be explained to students at the start of every course.

Fees and charges procedures

· Our policy is set out in detail in the terms and conditions of enrolment which is 

     given to every prospective student prior

      to enrolment.

· Application fees are non- refundable.

· Course fees are non-refundable where students withdraw or defer from the course. Course fees paid in advance are refundable with written notice according to the terms and conditions of enrolment. 

· We will withhold any Certification for fees not paid.

· If the situation should arise where we cancel or postpone a course, advance deposit or fees will be refunded or a course transfer arranged.

· Any changes to fees will be given to student in writing for prior agreement.

· We reserve the right to determine fees at any time with due notice given.

Client Welfare and Guidance Services
· We will be sensitive to cross cultural issues and provide adequate information where required.

· We will continuously monitor the learning needs of our students and provide appropriate learning support. This is detailed in the Student handbook. 
Customer satisfaction

Taxi College has a reputation as a well managed business and quality training organisation. We will regularly gather input on our service from our students to ensure we are sustaining these standards.

Guarantee
Taxi College guarantees to honour its Code of Practice.

Dr Aziz Latif
Director
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