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Employer Agreement
AHC31319 Certificate III in Sports Turf Management (R1)
	Employer Details

	Employer Legal Name:
	

	Employer Trading Name:
	

	Address:
	

	Suburb
	
	Postcode:
	

	Phone:
	

	Email Address:
	

	Contact Person:
	

	Position:
	

	Phone:
	
	Mobile:
	

	Email Address:
	

	Employer Needs

	1. Have you received the Course Outline and Student Handbook for the course mentioned above?
 Yes     No

	2. Do you have any particular training needs that you would like addressed during this course?





	3. What are your normal business hours?


	4. The training and assessment requirements of this qualification require that a trainer/assessor regularly visits the workplace to conduct on the job training and assessment. Are there certain days of the week and/or times of the day that are more suitable for our visits?   Please indicate below.
 Anytime during business hours is suitable
 Only the following times are suitable 
	Day
	Times
	Day
	Times

	· Monday
	
	· Friday
	

	· Tuesday 
	
	· Saturday
	

	· Wednesday
	
	· Sunday
	

	· Thursday
	
	
	


5. Can alternative arrangements for a visit to the workplace outside of the above indicated times be made if required on a special-needs basis?    Yes     No

	6. Would you prefer that we liaise directly with the student, the supervisor or someone else when we are negotiating times to visit the workplace throughout the course?  (Please circle as many options as relevant)
The student                          The supervisor                      Me
Someone else: __________________________________________



	7. Each student is required to have an on-the-job supervisor who is able to provide on-the-job support to the student and provide information to the trainer/assessor about the student’s workplace performance. Please indicate below the students that this agreement is relevant to and the person in your workplace who is able to be nominated as a workplace supervisor. (Attach additional pages if required)

	Student Name
	Supervisor 
(You may list multiple supervisors for one student)
	Contact No

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	



	Fees and Charges
Some employers elect to pay the course fees on behalf of the student. The following information is provided for employers that are paying the fees on behalf of a student.

	Full course
The cost of the course for each student is (Standard – Subsidised) $5,520, Full Fee $22,600
This includes an $520 non-refundable deposit which is paid prior to commencement of training.
Remaining fees will be charged in five biannual payments of $1000
RPL
The cost of RPL is:
$250 application fee. This amount is non-refundable.
$500 per unit.  
Australian Sports Turf Managers Association is unable to accept bulk up-front payments. 


	Additional Fees

	The course fees include the cost of all training resources. 
The course requires mandatory quarterly skills assessments associated with each unit. These will be conducted at some of the States best sporting facilities from Monday – Thursday afternoons, once a term. Costs associated with travel, accommodation and meals are additional, however there are generous incentives offered for apprentices see
https://business.gov.au/grants-and-programs/Travel-and-Accommodation-Allowance-SA


	Re-issue of statement of attainment or qualification testamur
This fee applies to the re-issue of a qualification testamur or statement of attainment.
$50 per document plus the cost of postage if required

	8. Will you be paying the fees for the above listed employees?
· Yes, for all employees listed above.
· Yes, for some employees listed above.  Please list the names of the employees for whom you are paying:
______________________________________________________________________________________
· No

	9. If YES to the above, how would you like to pay?
· On invoice by direct transfer,
·  Cheque
· money order 




	

Terms and Conditions of Agreement

	Prior to your employees commencing with Australian Sports Turf Managers Association, it is important that you understand:
· What you are agreeing to
· Our policies and procedures
· The guarantee we provide to deliver the services you are expecting
· Your responsibilities as an employer of an Australian Sports Turf Managers Associationstudent
· Our responsibilities as your Registered Training Organisation
· That your consumer rights are protected.
Please ensure you read our Student Handbook which provides information relevant to a student’s enrolment with Australian Sports Turf Managers Association.  Some of the key pieces of information are summarised here.
These terms and conditions are provided to ensure your rights as a consumer are protected under Australian law. 
Guarantee
This is an agreement between the employer named above and Australian Sports Turf Managers Associationto provide the student at your workplace with the training and assessment services required to achieve the AHC31319 - Certificate III in Sports Turf Management   
Australian Sports Turf Managers Association will provide every reasonable opportunity for a student to complete the course and achieve competency in all units. Each student has up to two attempts at each assessment task to achieve a Satisfactory outcome. A student will be marked Not Yet Competent for a unit if all tasks have been submitted and one or more tasks have been as assessed as Not Satisfactory. If a student exhausts their attempts at re-assessment the student may be required to re-enrol in a unit or cluster for an additional fee based on the course fee at the time of re-enrolment pro-rated for the number of units required.
In the unlikely circumstance where Australian Sports Turf Managers Association is not able to provide the course as outlined within this agreement, the student may be eligible for a refund in accordance with Australian Sports Turf Managers Association Fees, Charges and Refund Policy (outlined below).
[bookmark: _Toc61165656][bookmark: _Toc177726373][bookmark: _Toc177742182][bookmark: _Toc177795852][bookmark: _Toc370758280]Responsibilities of the Student
[bookmark: _Toc61165657][bookmark: _Toc177726374][bookmark: _Toc177742183]It is the student’s responsibility to ensure they are ready for the visits made to them by Australian Sports Turf Managers Association’s Trainer/Assessor and to ensure they provide and collect the Workplace Supervisor reports from the supervisor as they progress through the course.
This means they need to have completed relevant tasks, have collected the required documents and had the relevant conversations with you prior to a workplace visit.    
The student is also responsible for:
· Ensuring the workplace is aware that an Australian Sports Turf Managers Association trainer/assessor is scheduled for a visit.
· Keeping in contact with Australian Sports Turf Managers Association and notifying us if any details change.
· Abiding by the Student Code of Conduct and other Australian Sports Turf Managers Association policies and procedures as outlined in the Student Handbook
Responsibilities of the Supervisor
The role of the workplace supervisor/s is to participate in the assessment process by providing confirmation and third party reports about the student’s ongoing performance and project work in the workplace. 
The Supervisor Reports for each topic the student is undertaking are included in a document provided to the Supervisor at the start of the course. The reports the supervisor provides will be considered by Australian Sports Turf Managers Association’s assessor to contribute to the final decision about the student’s competency.
Each student may have a number of supervisors in the workplace who each provide feedback on different areas (clusters or units), or one person may act as the supervisor for the student’s whole course.
If, throughout the training program, the supervisor leaves the organisation or changes positions and is no longer able to act as the Workplace Supervisor for a student, alternative arrangements will need to be made so the student continues to have this support in the workplace. Prior to moving on, the workplace supervisor or employer must contact Australian Sports Turf Managers Associationto make arrangements for handing these responsibilities on to a new person in the workplace.
The Supervisor will also be required to:
· Be available at each of the workplace visits to discuss the student’s progress with the trainer/assessor
· Inform the trainer/assessor if any workplace difficulties arise that may have an effect on the student’s ability to participate in the program effectively
Responsibilities of the Employer
Australian Sports Turf Managers Association expects that an employer:
· Ensures that the student has access to the appropriate facilities and equipment required for this course as outlined on the checklist that you filled in prior to the student’s enrolment; or advise the trainer/ assessor if you will not be able to provide access to certain facilities and equipment so that alternative arrangements can be made.
· Will ensure that the student is given time to speak with their trainer/assessor about their training program during the visits that the trainer/assessor schedules, provided that this is in accordance with the times outlined as suitable on this form.
· Will arrange for an alternative workplace supervisor should the supervisor nominated at the beginning of the course be unable to act as the supervisor for a student during the program for any reason.
· Supports both the student and the supervisor to actively participate in the program as outlined in the course documentation.
· Make payments in line with the payment schedule outlined if the employer has indicated that they will be responsible for payment of fees for a student.


Complaints and Appeals

[bookmark: _Toc487888699]
Policy
1. [bookmark: _Toc487888700]Nature of complaints and appeals
· Australian Sports Turf Managers Association responds to all allegations involving the conduct of:
· The RTO, its trainers and assessors and other staff.
· Any third party providing Services on behalf of Australian Sports Turf Managers Association.
· Any student or client of Australian Sports Turf Managers Association.
· Complaints may be made in relation to any of Australian Sports Turf Managers Association’s services and activities such as:
· the application and enrolment process
· marketing information
· the quality of training and assessment provided
· training and assessment matters, including student progress, student support and assessment requirements
· the way someone has been treated
· the actions of another student
· An appeal is a request for a decision made by Australian Sports Turf Managers Association to be reviewed. Decisions may have been about:
· course admissions 
· refund assessments
· response to a complaint
· assessment outcomes / results
· other general decisions made by Australian Sports Turf Managers Association
2. [bookmark: _Toc487888701]Principles of resolution
· Australian Sports Turf Managers Association is committed to developing a procedurally fair complaints and appeals process that is carried out free from bias, following the principles of natural justice. Through this policy and procedure, Australian Sports Turf Managers Association ensures that complaints and appeals:
· Are responded to in a consistent and transparent manner. 
· Are responded to promptly, objectively, with sensitivity and confidentiality.
· Are able to be made at no cost to the individual. 
· Are used as an opportunity to identify potential causes of the complaint or appeal and take actions to prevent the issues from recurring as well as identifying any areas for improvement.
· Australian Sports Turf Managers Association will inform all persons or parties involved in any allegations made as well as providing them with an opportunity to present their side of the matter.
· Nothing in this policy and procedure limits the rights of an individual to take action under Australia’s Consumer Protection laws and it does not circumscribe an individual’s rights to pursue other legal remedies.
· Where a student chooses to access this policy and procedure, Australian Sports Turf Managers Association will maintain the student’s enrolment while the complaints/appeals handling process is ongoing. 
3. [bookmark: _Toc487888702]
Timeframes for resolution
· Complaints and appeals will be finalised as soon as practicable or at least within 30 calendar days unless there is a significant reason for the matter to take longer.  In matters where additional time is needed, the complainant or appellant will be advised in writing of the reasons and will be updated weekly on the progress of the matter until such a time that the matter is resolved.
4. [bookmark: _Toc487888703]Records of complaints and appeals
· Australian Sports Turf Managers Association will maintain a record of all complaints and appeals and their outcomes on the Complaints and Appeals Register, which will be securely stored according to the Privacy Policy & Procedures.
5. [bookmark: _Toc487888704]Making a complaint or appeal
· Complaints about a particular incident should be made as soon as possible after the incident occurring and appeals must be made within thirty (30) calendar days of the original decision being made. 
· Complaints and appeals must be made in writing using the Complaints and Appeals Form, or other written format and sent to Australian Sports Turf Managers Association’s head office at Suite 1 / 752 Blackburn Road, Clayton, Victoria, Australia 3168  attention to the Chief Executive Officer.  
· When making a complaint or appeal, provide as much information as possible to enable Australian Sports Turf Managers Association to investigate and determine an appropriate solution.  This should include:
· The issue you are complaining about or the decision you are appealing – describe what happened and how it affected you.
· Any evidence you have to support your complaint or appeal.
· Details about the steps you have already taken to resolve the issue.
· Suggestions about how the matter might be resolved.
· Your complaint or appeal will be acknowledged in writing via email or post within 7 days. 
6. [bookmark: _Toc487888705]Resolution of complaints and appeals
· Some or all members of the management team of Australian Sports Turf Managers Association will be involved in resolving complaints and appeals as outlined in the procedures.  
· Where a complaint or appeal involves another individual or organisation, they will be given the opportunity to respond to any allegations made.
· Where a third party delivering Services on behalf of the RTO is involved, they will be included in the process of resolving the complaint or appeal. 
· In the case of an assessment appeal, an assessor who is independent from the original decision will assess the original task again.  The outcome of this assessment will be the result granted for the assessment task.
7. [bookmark: _Toc487888706]Independent parties
· Australian Sports Turf Managers Association acknowledges the need for an appropriate independent party to be appointed to review a matter where this is requested by the complainant or appellant and the internal processes have failed to resolve the matter. 
· Complainants and appellants can find an appropriate independent party by calling the Resolution Institute on 02 9251 3366 or by searching the following directory, according to their locality and area of concern: https://www.resolution.institute/disputeresolverdirectory 
· Costs associated with independent parties to review a matter must be covered by the complainant/appellant unless the decision to include an independent party was made by Australian Sports Turf Managers Association. 
· Australian Sports Turf Managers Association may also appoint the independent party to be involved in the resolution of a complaint or appeal where it is deemed necessary.  
· Australian Sports Turf Managers Association will provide complete cooperation with the external mediator investigating the complaint/appeal and will be bound by the recommendations arising out of this process.  
· The CEO will ensure that any recommendations made are implemented within twenty (20) days of being notified of the recommendations.  The complainant or appellant will also be formally notified in writing of the outcome of the mediation. 
8. [bookmark: _Toc487888707]External complaint avenues 
Complaints can also be made via the following avenues: 
· National Training Complaints Hotline: 
The National Training Complaints Hotline is a national service for consumers to register complaints concerning vocational education and training.   The service refers consumers to the appropriate agency/authority/jurisdiction to assist with their complaint.  Consumers can register a complaint with the National Training Complaints Hotline by:  
· Phone: 13 38 73, Monday–Friday, 8am to 6pm nationally.  
· Email: ntch@education.gov.au 
	For more information about the National Training Complaints Hotline, refer to the following webpage: https://www.education.gov.au/NTCH
· [bookmark: _Toc433042794][bookmark: _Toc406687972]Australian Skills Quality Authority (ASQA): 
Complainants may also complain to Australian Sports Turf Managers Association’s registering body, Australian Skills Quality Authority (ASQA).
ASQA can investigate complaints about Australian Sports Turf Managers Associationin relation to: 
· the quality of our training and assessment
· our marketing and advertising practices
For students: 
· ASQA may not be able to investigate complaint if you do not include evidence that you have already exhausted our formal internal complaints process as above.
· If your complaint does not fall within ASQA's jurisdiction, it may be resolved more quickly if you directly contact the agency responsible as listed on the relevant webpage below. 
· Please refer to the following webpage below before making a complaint to ASQA: https://www.asqa.gov.au/complaints/make-complaint-domestic-students/before-you-make-complaint
For other stakeholders: 
· Information about the process and information you should provide is available here: https://www.asqa.gov.au/complaints/make-complaint-other-stakeholders.
9. [bookmark: _Toc487888708]Publication
· This policy and procedure will be published in the Student Handbook and on Australian Sports Turf Managers Association’s website. 


Fees, Charges and Refunds
[bookmark: _Toc487889339]
Policy

1. [bookmark: _Toc487889340]Information about fees and charges
· Australian Sports Turf Managers Association protects the fees that are paid in advance by students by not requiring a student to ever pay more than $1,500 in advance for services not yet provided, either prior to course commencement or at any stage during their course. 
· Fees will be paid off during the course in instalments according to a set payment plan which meets these requirements
· Fee information relevant to a course is outlined in detailed in the Student Agreement and summarised on the Course Outline as well as the RTO’s website. In compliance with Clause 5.3 of the Standards, detailed fee information is provided prior to enrolment or commencement of training, whichever is first. 
· Fee information includes:
· All costs for the course including any materials fees
· Any other costs payable to the RTO including costs for recognition of prior learning if applicable
· Payment terms and conditions including deposits, refunds and payment plans if applicable 
· The Student Agreement and the Student Handbook which are provided prior to enrolment, includes this Fees and Refunds Policy and Procedure and informs the student of their consumer rights. Students are asked to sign the Student Agreement in acknowledgement of the terms and conditions of the enrolment and this policy.
· Where an employer is paying for a student’s course, an Employer Agreement will be provided at the time of enrolment outlining the total fees, payment terms and schedule of payments applicable.
· No cooling-off period applies as Australian Sports Turf Managers Association does not use unsolicited consumer agreements (such as tele-marketing, door-to-door selling or direct approach marketing in a public places).

2. [bookmark: _Toc487889341]Course fee inclusions
· Course fees as applicable to each course are detailed on the Student Agreement and include: 
· All of the training and assessment as well as educational support services required for students to achieve the qualification or course in which they are enrolling within the attempts allowed.
· Where a student fails to achieve a satisfactory outcome after three attempts at an assessment task, the student will need to re-enrol into the unit or units in question and will be charged a pro-rata course fee based on the number of units required to be undertaken.
· One copy of the required text books and learning materials for each student unless otherwise stated on the Course Outline.
· Issuance of one set of certification documents including the testamur (certificate) and record of results and/or a Statement of Attainment (in the case of withdrawal or partial completion).
· Course fees do not include:
· Any optional textbooks and materials that may be recommended but not required to complete a course.
· Replacement textbooks if original copies are lost or misplaced. Costs for replacement textbooks are outlined on the Student Agreement.
· Stationery such as paper and pens or other personal use items such as computers or internet access that may be required to complete homework tasks. 
· Printing costs (if required)
· Re-issuance of AQF certification documents. Re-issuance or additional copies of these documents will attract a fee of $50 per document plus the cost of postage if required. 
· Australian Sports Turf Managers Association cannot guarantee that students will successfully complete the course in which they enrol regardless of whether all fees due have been paid. 

3. [bookmark: _Toc487889342]Payments
· Payments can be accepted by electronic transfer, cheque, money order or in person at our head office. 
· Students who are experiencing difficulty in paying their fees are invited to call our office to make alternative arrangements for payment during their period of difficulty.
· Debts will be referred to a debt collection agency where fees are more than 40 days past due. 
· Australian Sports Turf Managers Association reserves the right to suspend the provision of training and/or other services until fees are brought up to date. Students with long term outstanding accounts may be withdrawn from their course if payments have not been received and no alternative arrangements for payment have been made. 

4. [bookmark: _Toc487889343]Refunds for fee-for-service students
· All course fees for fee-for-service students include an Enrolment Fee (or non-refundable deposit) which will only be refunded where Australian Sports Turf Managers Association is required to cancel a course before it commences due to insufficient numbers or for other unforeseen circumstances. 
· A student not achieving the qualification or unit/s in which they enrolled due to exhausting their attempts at assessment, does not entitle the student to a refund.
· RPL application fees are non-refundable.
· Students who withdraw from a course may seek a refund or a reduction in fees owing by making an application for a refund in writing using the Application for Refund Form. The application must include the details and reason for the request.  Students who have not completed a Withdrawal Form are not eligible for consideration of a refund or reduction in fees.
· In the unlikely event that Australian Sports Turf Managers Association or any third parties responsible for delivering training and assessment on its behalf, is unable to deliver the course or any portion of the course as promised, the student will be issued with a refund for the course or portion of course that was not provided.  This includes the following situations: 
· Where Australian Sports Turf Managers Association or any third parties delivering training and assessment on its behalf ceases to operate. 
· Where Australian Sports Turf Managers Association ceases to deliver the course in which a student is enrolled and the agreement is terminated. 
· Where Australian Sports Turf Managers Association needs to make a change to the terms of the student agreement (such as the way the course is delivered or conditions of enrolment) and a new agreement cannot be reached with the student to account for changes.
In any of the above situations, Australian Sports Turf Managers Association will automatically conduct a refund assessment of all affected students and issue the refunds due to the Fee Payer accordingly.  In these cases there is no need for a student to make an individual application for a refund.  Refunds will be issued within 28 business days.
· The refund assessment will be based on reviewing the services and/or materials provided to the student and the costs incurred by Australian Sports Turf Managers Association in the provision such as: 
· Text books or other materials provided
· Training provided received (e.g. number of meetings/classes/visits etc.) 
· Individual support provided by the trainer/assessor
· Assessments marked or feedback provided (including RPL) 
· The outcome of the refund assessment will be provided in writing to the student’s registered address within 28 business days, outlining the decision and reasons for the decision along with any applicable refund or adjustment note. Refund decisions can be appealed following our Complaints and Appeals Policy & Procedure. 

5. [bookmark: _Toc423419556][bookmark: _Toc431976116][bookmark: _Toc487889344]Recording and payment of refunds
· Refunds will be paid to the person or organisation that made the original payment.
· Refund assessments can be appealed following our Complaints and Appeals Policy & Procedure.
· Records of refund assessments and issuance of refunds will be stored securely on the student’s file and in our accounts keeping system.

6. [bookmark: _Toc487889345]Publication
· Australian Sports Turf Managers Associationwill publish in a prominent place on its website the following:
· Costs for fee for service programs.
· This Fees and Refunds Policy.



	Agreement

	In signing this Employer Agreement, you agree:
· That the information you have provided on this form is true, correct and complete.
· That you have been provided with appropriate and sufficient information by Australian Sports Turf Managers Associationto make an informed decision about the participation of your employees in this program.
· That you agree to the Terms and Conditions as outlined above.
· That you have been provided with detailed information about the fees and charges associated with the course including information on relevant tuition and materials fees, payment terms and the Refund Policy.  




We look forward to a valuable relationship with you, your employees, other staff and your organisation over the next three years.  Should you have any queries about any of the information provided, please call our office or contact the relevant trainer/assessor using the details provided on the business card enclosed.

	Signature:

	Date:         /         /

	Printed Name:


	Position:
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