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         COL  JOY TRAINING SERVICES                   Terms & Conditions

1. CONDITIONS OF TRAINING

Specific classes may have certain prerequisites and an attendee may be asked to provide proof that they hold prerequisite for a certain course prior to commencement.
Proof of identity & qualifications will be required via presentation of attendee’s original documents where necessary.
Attendees participating in courses involving physical activity, practical demonstrations etc, do so at their own risk.

Courses with min enrolments may be cancelled or rescheduled.

Col Joy Training reserves the right to decline admission to a course and/or to terminate an attendee’s enrolment in a course.

Col Joy Training reserves the right to change the Trainer at any time without notice to course attendees.

2. CONFIDENTIALITY 
Col Joy Training takes its obligations under the Privacy Act very seriously and will take all reasonable steps in order to comply with the Act to protect the privacy of the personal information held. Personal information of attendee’s will be kept confidential and will only be used for the purpose to which the information is deemed relevant.

Individuals may have access to the personal information held by Col Joy Training about them. 

Individuals may also make corrections and additions to personal information to make sure that the information is accurate, up to date and complete. To do this, please contact administration.

When a third party, e.g. an employer, requests information about an attendee, that person will be contacted and his/her permission will be required in writing and must be signed by the individual before that information is released.  

3. Course Cancellations/ payments
A $55.00 fee will be incurred if notice of non-attendance is not received by 4:00 pm the working day prior to the course commencement for individual bookings to scheduled courses.
Specific Company bookings will attract a 50% cancellation fee if a course is cancelled or postponed within 48 hours of commencement and 100% fee if less than 24 hours is given. Col Joy Training will on cost to client all flights & accommodation organised for courses when the course is cancelled or postponed for any reason. eg weather.
Should Col Joy Training need to cancel/reschedule any course, attendee’s are entitled to their deposit being fully refunded or transferred to a future course.  Ideally, 48 hours notice will be given to attendee’s however in cases where this is not achievable as much notice as possible will be given.
A 100% cancellation fee will be charged if all required documents are not brought to the start of the course.
No refund is available to attendee’s who leave before finalizing the course/competency/module unless they can provide a medical certificate or show extreme personal hardship. In that case, fees may be refunded on a pro-rata basis. However, should an attendee wish to finalize an  incomplete module in a future course, then the original payment may be used as credit within a six month period from original start date.

No refunds will be given if the attendee’s fails a course.
Protection of Fees Paid - All deposits/prepayments received are placed in a separate account and are not accessed until the course commences. A relevant proportion of fees paid will remain in that account until the course is completed, to ensure pro-rata refunds for eligible attendee’s.
Direct Debit Details for Payment of invoices:

BSB No:

124001
Account No:

20794690
Account Name:
Col Joy Training Services
4. MUTUAL RECOGNITION 

Under the requirement for mutual recognition, Col Joy Training recognizes “Statements of Attainment” and “Certificates” issued by other RTO’s within Australia.

5. SPECIAL LEARNING NEEDS
Please make the administration staff aware of any special learning needs at the time of booking if possible.

All attendee’s are asked if they have special learning needs at the beginning of each course. Attendee’s are encouraged to consult the trainer with their special needs. Trainers also identify attendee’s with special learning needs through various course activities. 

Col Joy Training makes every effort to assist attendee’s with special learning needs through special assessment arrangements such as ‘one on one’ where the trainer reads the questions to a participant or through more practically based assessment. All trainers provide attendee’s with special learning needs with referral advice to appropriate agencies for assistance with their learning need.
6. RECOGNISED PRIOR LEARNING (RPL)
Col Joy Training recognises the need to ensure that attendee’s who have prior learning gained through formal training, work experience and other life experiences are able to be appropriately recognised.

Recognition of prior learning shall be available to all potential course attendee’s and shall be fair to all persons involved.

Col Joy Training assesses applications for recognised prior learning on the basis of validity, reliability, flexibility and fairness.  All assessment of RPL is carried out against the competencies.
7. COMPLAINTS & APPEALS
If you have a complaint, query or concern, please speak to your Trainer/Assessor and/or management so something can be done to help you.

Our complaints and appeals process, suggest steps you can take if a problem needs to be addressed.

What you can do:

· Approach a Trainer/Assessor for advice and/or support for strategies to resolve the issue.
· If you are still dissatisfied, send a written report detailing your problem to the business manager.
· Approach your Trainer/Assessor /Office Administration for advice on how to source the appropriate documentation. 
8. Continuous Improvement / Feedback

Col Joy Training recognizes that feedback from attendee’s/companies is essential for growth, development of services and continuous improvement.  We ask you to take the time to complete the Course Evaluation form at the end of your course and to feel free to speak to any trainer or member of staff if you feel there is something we can improve upon. This will enable us to deliver comprehensive and quality training for you and all future attendee’s.

9. WORKPLACE HEALTH and SAFETY
Col Joy Training aims to ensure the health, safety and welfare of all its employees and others who enter its work premises and training venues.  Similarly attendees must also be aware of their duty to take reasonable care of the health and safety of others.  This includes no smoking inside buildings.  The attendee must comply with EEO, WorkCover and general practices/directives of Col Joy Training.

10.
SUMMARY

This is a summary of our company policies. Please ask the office administrators if you wish to see any of our policies in more depth.
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