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Handbook Disclaimer

This Student Handbook contains information that is correct at the time of printing. Changes to legislation and/or
Civil Contractors Federation - Civil Train policy may impact on the currency of information included. Civil
Contractors Federation - Civil Train reserves the right to vary and update information without notice. You are
advised to seek any changed information and/or updates from your trainer or by contacting Civil Contractors

Federation - Civil Train.

This handbook has been prepared as a resource to assist students to understand their obligations and those of
Civil Contractors Federation - Civil Train. Please carefully read through the information contained in this guide. All
students need to read, understand, be familiar with, and follow the policies and procedures outlined in this

Handbook. Any queries can be directed to:

Registered Training Organisation (RTO) Details:
Brisbane Training Centre: Civil Contractors Federation

Civil Train - RTO#5708
11 Hi Tech Court, Eight Mile Plains QId 4113

T 1300 CCF QLD

E civiltrain@ccfqld.com

W http://civiltraingld.com/

Townsville Training Centre: Civil Contractors Federation
13/547 Woolcock Street, Mount Louisa Qld 4814
T 1300 CCF QLD

E civiltrain@ccfgld.com

W http://civiltraingld.com/

Copyright Notice

© Civil Contractors Federation
Civil Train

Australia

2016
Copyright protects this publication
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About Us

Civil Train Queensland is a leading Registered Training Organisation, delivering industry-specific training designed to
meet the dynamic needs of the civil construction sector. Our approach is defined by “Training for industry, by

industry,” ensuring that every Qualification and Program reflects real-world industry standards and requirements.

We offer broad scope of nationally accredited programs developed and delivered by experienced professionals,
focusing on practical, hands-on learning that equips students with the skills needed to succeed in their careers. From
new entrants to seasoned professionals seeking to enhance their qualifications, Civil Train provides comprehensive

support throughout your learning journey.

Our courses span critical areas of the civil sector, including safety protocols, equipment operation, project
management, and environmental best practices. Through pathways programs and flexible delivery options, we ensure
accessible learning experiences that support diverse learning needs and enable students to integrate their studies with

work commitments.

Please take the time to explore our course offerings and familiarise yourself with the resources available to you. Our

team are here to support your training needs and help you succeed in this evolving industry.

Legislation
Commitment to Compliance

Civil Contractors Federation - Civil Train remains dedicated to upholding a wide range of National Standards and
Regulations, and State and Commonwealth Legislations, maintaining integrity and compliance of all training and

assessment services.

Compliance with State and Commonwealth Legislation, & National Regulations & Frameworks
- Standards for Registered Training Organisations (RTOs) 2025

- National Vocational Education and Training Regulator Act 2011

- VET Quality Framework

- Fair Work Act 2009

- Work Health and Safety Act 2011

- Anti-Discrimination and Equal Opportunity Legislation

- Privacy Act 1988

- Student Identifiers Act 2014

- DESBT Apprenticeship and Traineeship Guidelines

- Copyright Act 1968

- Corporations Act 2001

- Children and Young people - Working with Children (Risk Management and Screening) Act 2000

Additional Information and Resources

- https://www.legislation.gsov.au/

- https://www.asqa.gov.au/

- https://desbt.qld.gov.au/training
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Code of Conduct

As a member of the VET community, Civil Contractors Federation - Civil Train takes misconduct seriously and is
committed to adhering to a clear Code of Conduct, which defines the standards of behavior expected from our
staff. Likewise, we expect students to uphold the same level of professionalism and integrity during their time with

us.

Civil Train expects all students to conduct themselves with honesty, respect, and professionalism in line with the
standards of a learning environment and the integrity of the RTO. Any misconduct will be addressed appropriately,

which may include exclusion from the Course or Program.

Civil Contractors Federation — Civil Train staff are also expected to uphold the highest standards of conduct,
ensuring a respectful and safe environment for all. Misconduct by staff will be handled in accordance with internal
policies. Students who are found to have committed misconduct have the right to appeal the decision by following

the procedures outlined in our Complaints and Appeals process.

Examples of student misconduct include, but are not limited to:

- Academic misconduct, such as plagiarism or cheating through the use of Artificial Intelligence(Al)

- Harassment, bullying, and discrimination against others

- Falsifying information or providing misleading details

- Engaging in illegal activities

- Endangering the health, safety, or wellbeing of others

- Damaging equipment or materials, whether belonging to Civil Contractors Federation - Civil Train or partner
organisations e.g. external training venues

- Inappropriate sexual or aggressive misconduct

Consequences for misconduct will depend on the severity and frequency of the breach and include, but
are not limited to:
- Exclusion from the Course or Program
- Student to reimburse the costs incurred by any damage caused

- Cancellation of the course without refund and/or credit

- Matter referred to the police

Workplace Health and Safety

At Civil Contractors Federation - Civil Train, workplace health and safety (WHS) is a shared responsibility for all
staff, students, and visitors. Each individual must ensure their actions contribute to a safe environment and do not
put others' health and safety at risk. Adherence to WHS legislation is essential, as it promotes a secure workplace

for everyone involved.

To uphold safety standards, all incidents, hazards, or safety concerns should be reported immediately to Civil Train
staff. Prompt reporting enables quick action to manage risks and maintain a safe training and work environment for

all.
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Smoking, Drugs and Alcohol

Civil Contractors Federation - Civil Train maintains a strict smoke-free and substance-free environment to ensure
the health, safety, and well-being of all staff, students, and visitors. Smoking is not permitted within buildings and
must only occur in designated areas, and at a minimum distance of four meters from building entrances, as per

Queensland health regulations.

Students or staff under the influence of alcohol or illegal substances are not permitted on Civil Contractors
Federation - Civil Train premises, nor are they allowed to use its facilities or participate in Civil Train activities. This

policy extends to prescription medications if they impair an individual’s ability to perform duties safely.

This policy reflects our commitment to a safe, productive, and supportive training environment. Failure to comply
may result in removal from premises or other disciplinary action, in line with our workplace health and safety
obligations and the Work Health and Safety (WHS) Act standards.

Additional Policies and Procedures

At Civil Contractors Federation - Civil Train, our operations are structured around comprehensive Policies and
Procedures that ensure the highest standards of service delivery, compliance, quality, and equality. Should you
require more detailed information on these governing documents, please do not hesitate to contact our
administration.
- Privacy Policy
- Refund Policy
- Workplace Health and Safety Policy

Privacy and Data Protection
Civil Contractors Federation - Civil Train maintains the privacy and confidentiality of student information in
accordance with the Privacy Act 1988. Information collected during enrolment and throughout the course is

securely stored and used strictly for operational, regulatory, and reporting purposes.

As part of our contractual obligations and compliance with government & funding bodies, certain data, including
AVETMISS reporting, must be shared. This may include general information such as location, gender, age, and
educational outcomes. Permission to share this data is obtained through our enrolment forms, as are other data and

media permissions.

We do not share personal information with third parties without explicit consent, unless required by law or as part

of regulatory obligations.

To access your student information file, please contact Civil Train administration directly. To Access our full Privacy

Policy, please visit our website.

Enrolment

Flexible Enrolment Forms: All forms, including those for Qualifications, Short Courses, and pathways programs,

are available online and in PDF format for ease of access. Qualification and Short Course enrolment forms feature
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Funding applications, Elective selections, and Verification letter templates.

Funding Eligibility: Where applicable, students must provide required documentation (such as Verification Letters,

resume, Back to Work approval) to qualify for various funding types.

Ongoing Updates: As our enrolment processes continue to evolve, we recommend contacting us directly or
visiting our website for the most up-to-date information on intake dates, funding options, and specific program

requirements

Qualifications
Students have to option to enter into a registered traineeship to undertake a range of qualifications under the Civil

Train scope. Intake dates are not fixed for qualifications and students can enrol at any time.

Short Courses
Enrolment in our short courses is structured with set intake dates, which are available on our training calendar.

Intake dates are regularly updated and available via our website or upon contacting us directly.

Pathways Programs

Students can select from several streams within the Pathways Program, each with varying entry requirements.

Intake dates are set for these programs and students are encouraged to check available dates when enrolling.

Entry Requirements

Entry requirements and pre-requisite competencies are specific to individual Qualifications, Short Courses, and
Programs, meaning not all recommended Entry Requirements will apply to all participants. Please contact Civil
Contractors Federation - Civil Train to confirm any pre-requisites that are required. Entry requirements may relate

to things such as:

e Previous workplace experience

e Previous competency completion that is specified as a pre-requisite for a course or unit

e Levels of language, literacy, numeracy and digital skills appropriate for successful completion of the
coursework and, for effective performance in the workplace in the specific job- role

e Access to a relevant workplace and job-role where the required competencies can be learned and practiced

e Access to a device that has appropriate software and capacity to access learning and assessment materials

e Access to an internet connection with sufficient capacity to download course materials (e.g. broadband
connection)
e Ability to access to course specific materials such as personal protective equipment (PPE) or other tools of

trade
e General construction induction - White Card

e Driver’s License
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Unique Student Identifier (USI)

A Unique Student Identifier (USI) is mandatory for all Australians participating in nationally recognised training.
Introduced by the Australian Government in 2015, the USI system enables students to securely link all their
qualifications and training records across different Registered Training Organisations in one online location. This
streamlined approach helps students easily access, retrieve, and share their qualifications with potential employers

and educational institutions.

As an RTO, Civil Contractors Federation - Civil Train is required by law to confirm a USI for each student before
issuing Certificates or Statements of Attainment. To meet this requirement, students must provide their US| during
enrolment. Alternatively, students can grant permission on the Enrolment Form for Civil Train to locate or create a
USI on their behalf.

Ensuring a valid USI is in place is essential to progressing through your training program and accessing your

accredited qualifications. For assistance with your USI or to learn more, visit the US| website.

Access and Equity

Civil Contractors Federation - Civil Train is dedicated to meeting the diverse needs of the community, particularly
individuals or groups who may experience disadvantage. We are committed to providing fair access to training

services and ensuring equitable allocation of resources.

We strictly prohibit any form of discrimination based on:

e Gender

e Age

e Marital or Relationship status
e Sexual orientation

e Race or Ethnicity

e Religious Beliefs or Affiliations
e Parental or Caregiver status

Our commitment extends to ensuring that all participants have the necessary resources and support to successfully
complete their chosen course. This includes offering flexible delivery and assessment options where required, as well

as Language, Literacy, Numeracy and Digital (LLND) support.

It is the responsibility of every staff member at Civil Contractors Federation - Civil Train to uphold and actively
promote our Access and Equity principles, ensuring that all participants are provided with the opportunity to

succeed in their training journey.

Student Support and Wellbeing

Civil Contractors Federation — Civil Train prioritises the wellbeing and success of each student, both academically

and personally. If you encounter challenges - whether they are academic, personal, or related to mental or
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emotional wellbeing — we encourage you to reach out. Our goal is to ensure that all students have resources

needed for a positive learning experience.

If you're facing mental health or personal issues, we can connect you with counselling and support services.

Guidance and resources are available to help with study skills, learning challenges, and other educational needs.

Our team is here to help direct you to the appropriate resources to support you in reaching your

academic and personal goals.

Included are:

Lifeline: 13 11 14 or www lifeline.org.au

Beyond Blue: 1300 22 4636 or www.beyondblue.org.au

Salvation Army: 13 SALVOS (13 72 58) or www.salvos.org.au
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Fees

Qualifications

R1120720 certificate Il Civil $1.60 Per $0.64 Per $6,160.00
Construction Nominal Nominal Hour

Hour
RI1130120 Certificate Il Surface $1.60 Per $0.64 Per $7,820.00 $4,300.00 $430.00
Extraction Nominal Nominal Hour

Hour
R1130820 Certificate lll Plant $1.60 Per $0.64 Per $12,420.00 $4,300.00 $687.00
Operations Nominal Nominal Hour

Hour
R1130920 Certificate Il Civil $1.60 Per $0.64 Per $17,030.00 $4,300.00 $430.00
Construction Bituminous Nominal Nominal Hour
Surfacing Hour
R1130920 Certificate Il Civil $1.60 Per $0.64 Per $13,960.00 $4,300.00 $430.00
Construction Bridge Nominal Nominal Hour
Construction and Maintenance Hour
R1130920 Certificate Ill Civil $1.60 Per $0.64 Per $15,490.00 $4,300.00 $430.00
Construction Pipe Laying Nominal Nominal Hour

Hour
RI130920 Certificate Ill Civil $1.60 Per $0.64 Per $12,420.00 $4,300.00 $430.00
Construction Road Construction Nominal Nominal Hour
and Maintenance Hour
RI131220 Certificate Il Civil $1.60 Per $0.64 Per $13,600.00 $4,300.00 $430.00
Foundations Nominal Nominal Hour

Hour
R1140720 Certificate IV Civil $500.00 $5,200.00 $3,500.00 $430.00
Construction Supervision
BSB41419 Certificate IV Work $500.00 $3,250.00 $3,250.00 $325.00
Health and Safety
R1150420 Diploma Civil $500.00 $7,250.00 $4300.00 $550.00
Construction Management
BSB50820 Diploma Project $3,900.00 $3500.00 $320.00
Management
RI1150420 Diploma Project $8,350.00 $5,400.00 $550.00
Management + BSB50820
Diploma Civil Construction
Management

Civil Pathways

Concession $27.00 $3.00
Non-Concession $54.00 $6.00
Fee For Service $3,500.00 $388.88
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Short Courses

RIIHANB3O01E - Operate elevating work platform $550.00
RIIHANB309F - Conduct telescopic materials handler operations $550.00
RIIMPO317F - Conduct roller operations $550.00
RIIMPO318F - Conduct civil construction skid steer loader operations $550.00
RIIMPO319E - Conduct backhoe/loader operations $550.00
RIIMPO320F - Conduct civil construction excavator operations $550.00
RIIMPO321F - Conduct civil construction wheeled front end loader operations $550.00
RIIMPO323E - Conduct civil construction dozer operations $550.00
RIIMPO324F - Conduct civil construction grader operations $550.00
RIIMPO325E - Conduct civil construction scraper operations $550.00
RIIMPO326E - Conduct water vehicle operations $550.00
RIIRTM203E - Work as a safety observer/spotter $350.00
RIISAM204E - Operate small plant and equipment $900.00
RIIWHS202E - Enter and work in confined spaces $350.00
RIIWHS204E - Work safely at heights $350.00
RIIWHS205E - Control traffic with stop-slow bat $700.00
RIIWHS302E - Implement traffic management plans $430.00
RIICCM202E - Identify, locate and protect underground services $350.00
RIICCM210E - Install Trench Support $780.00
RIICBS203E - Safely handle bituminous materials $379.00
RIICOM301E - Communicate information $350.00
RIIHAN311F - Conduct operations with integrated tool carrier $729.00
RIIMPO316E - Conduct self-propelled compactor operations $554.00
RIIMPO322E - Conduct civil construction tracked front end loader operations $550.00
RIIMPO337E - Conduct articulated haul truck operations $550.00
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Short Course - Cont Cost
RIIRIS301E — Apply risk management processes $365.00
RIIWMG203E — Drain and dewater civil construction sites $350.00
BSBSUS211 — Participate in sustainable work practices $175.00
BSBWHS414 — Contribute to WHS risk management $360.00
MSMWHS217 — Gas test atmospheres $702.00
UETDRELO06 — Working safely near live electrical apparatus as a non-electrical $320.00
Other Fees Fee
Replacement of Electronic Statement of Attainment $0.00
Replacement of Wallet Card $55.00
Replacement of White Card (CPCWHS1001) $55.00
Non-Refundable Administration Fee for qualifications - Withdrawal or Cancellation $250.00
Hard Copy — Course Material $400.00
Replacement of Hard Copy Course Material $30.00 Per Unit
Formal Appeal Administration Fee $200.00
Non-Refundable Administration Fee for Short Courses $55.00

Replacement of Training Materials
Civil Contractors Federation - Civil Train will charge a fee to replace any lost training and/or assessment materials
that have been previously issued to you. Please speak with your trainer or contact us on 1300 CCF QLD if

replacement materials are required.

Payment Terms
To maintain a seamless learning experience, it’s important that all payments are made according to the agreed terms
outlined in your Enrolment Form and Funding Application (if applicable). All outstanding fees must be settled before

course completion and issuance of certificates or Statements of Attainment.

Failure to Make Payment

If payments are not received as agreed, training services may be paused until outstanding fees are settled. In the event
of persistent non-payment, Civil Contractors Federation - Civil Train reserves the right to forward the debt to a
registered debt collection agency. Any additional fees resulting from this service will be added to the outstanding

amount.
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Additional Considerations for Program Entry and Wallet Cards
¢ Pathways Program: Enrolment with the Pathways Program requires the full payment of the enrolment
invoice. Entry into the program will only be granted once the enrolment fees have been accepted.
e Issuance of Wallet Cards: Wallet cards, which are proof of competency completion, will be withheld

until all fees are paid in full.

If you are experiencing financial difficulties, please reach out to Civil Contractors Federation - Civil Train as early as

possible to discuss possible options or payment plans.

Payment Options

Payment of course fees can be made to Civil Contractors Federation via:

e Credit card
e Debit card
¢ Electronic funds transfer

Refunds
All refund requests undergo a thorough approval process. Requests submitted are carefully reviewed and directed
through the necessary channels for final authorisation, ensuring each refund is appropriately evaluated and aligned

with our financial policies.

Cancellation of Course by Civil Contractors Federation - Civil Train

In the event that a course is cancelled by Civil Contractors Federation - Civil Train for any reason, students enrolled
at the time of the cancellation announcement will have their fees refunded for units that have not been trained and
assessed. Students who may have already been assessed as competent for some units in the course will be issued a

Statement of Attainment for these and will not have the cost for these units refunded.

Course Information

Our courses are designed to offer flexibility through multiple delivery modes, tailored to meet the requirements of

each program. Classroom-based sessions are available for all short courses and the Pathways program, with certain

short courses also offered onsite, allowing for direct skill application in a work environment. For courses

incorporating both theoretical and practical components, students will participate in:

- Classroom sessions: Interactive, instructor-led training emphasising core theoretical concepts and practical
skills.

- Onsite training: Regular On-Site training visits, covering key components including feedback, gap training, and
practical skills assessments.

- Online modules: Accessible through our online platform for theory-based units and digital training record book
entries.

Where relevant, blended learning options are available to ensure that each student has access to tailored, hands-on

learning experiences that match industry demands

Duration
The length of time required to complete a qualification depends on several factors, including study load (full- or part-

time), the number of units eligible for credit transfer or recognition from previous qualifications and experience, and
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the regularity with which assessments are submitted and attendance to required training/classroom sessions.

Programs that include classroom-based learning must be attended in full, and scheduled training visits and short

courses must be attended for the entire duration.

Traineeships operate within specific start and end dates, providing a structured timeframe for completion. For
qualifications, the level you are pursuing also impacts the course length, as each qualification level requires different

depths of knowledge, skills, and autonomy, outlined in the Australian Qualifications Framework (AQF).

Volume of Learning
The AQF includes an estimated timeframe, known as the Volume of Learning, which represents the expected
equivalent of full-time study years needed to achieve a qualification at that level, helping set realistic expectations

for course complexity and completion timelines.

AQF Qualification Level Typical Length of Study

Certificate | 0.5 - 1 year

Certificate |l 0.5 - 1 year

Certificate Il 1 - 2 years (up to 4 years for some apprenticeship/traineeship
agreements)

Certificate IV 0.5 - 2 years

Diploma 1-2years

Advanced Diploma 1.5 - 2 years

(Taken from: http//www.aqf.edu.au/aqf/in-detail/aqf-qualifications/)

More information on Volume of Learning can be accessed at:

http://www.aaf.edu.au/wp-content/uploads/2013/06/Volume-of-learning-explanation-v2- 2014.pdf

Competency-Based Training (CBT)

Competency-Based Training (CBT) is a structured approach to vocational education and training that focuses on
developing practical skills and abilities essential for effective performance in the workplace. Unlike traditional
education models that emphasise theoretical knowledge, CBT is outcome-driven, aiming to ensure that each student
can demonstrate specific, job-related skills upon completing a program. CBT is widely used in the VET sector to
prepare individuals for industry standards by meeting performance benchmarks expected in real-world work
environments.

Course Structure and Assessment in CBT

CBT programs are organised into Units of Competency, each representing a core skill area forming the qualification.
Each unit defines the knowledge and skills required for a student to perform a task effectively and safely in a
workplace context. To earn a qualification, students must demonstrate competency in all relevant units, proving that

they can meet the standards for each skill or task.

How CBT Assessment Works
In CBT, assessments are designed to verify that a student either has or has not yet developed the skills and

knowledge needed to meet industry standards. Unlike the graded scale in traditional education, CBT assessment is
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binary: students are either deemed Competent or Not Yet Competent. If students do not meet the criteria, they are

given additional training and support to reach competency, rather than being assigned a failing grade.

Trainer/Assessors evaluate a student’s competency based on evidence collected from a range of activities, including:
e Observations: of practical tasks and workplace performance
¢ Verbal and written responses: to theory questions
e Practical skills assessments: that simulate workplace scenarios, or are conducted within the workplace

¢ Training Record Book entries: that showcases skills application and problem-solving, and ongoing
workplace experience

Civil Contractors Federation - Civil Train’s Approach

Civil Contractors Federation - Civil Train has a tailored Training and Assessment Strategy for each qualification,
outlining specific methods and standards to assess competency. These strategies ensure that assessments are
directly aligned with workplace demands, and fundamental qualification assessment criteria, supporting students to
gain skills that meet both employer expectations and regulatory requirements. This holistic approach allows

students to demonstrate their abilities through various assessment methods that best reflect real-world tasks.

Student Obligations

Students enrolled with Civil Contractors Federation - Civil Train are expected to actively participate in all aspects of
their training to ensure a successful learning experience. This includes maintaining attendance at all scheduled
placements, site visits, classroom sessions, and any other practical training activities. For those in traineeships,

regular self-directed study and practice of skills in the workplace are essential to reinforcing learning outcomes.

Students also hold a responsibility toward their peers, trainers, and the training environment. This includes showing
respect for classroom and training grounds, engaging respectfully with classmates and staff, and contributing

positively to the learning community.

If rescheduling is necessary, students are required to notify Civil Train in advance to minimise disruptions. Additional
responsibilities include meeting coursework deadlines, and adhering to the training schedule. By meeting these
obligations, students support not only their own progress but also contribute to a constructive and professional

learning environment.

Students are responsible for promptly informing Civil Contractors Federation - Civil Train of any changes to their
personal or professional circumstances. This includes updating contact information, such as phone number, email
address, or mailing address, and notifying us if there has been a change in your employer. Keeping these details

current ensures seamless communication and allows us to provide timely support throughout your training program.

Training and Assessment Strategies

Civil Contractors Federation - Civil Train is committed to delivering high-quality training and assessment, supported
by experienced and qualified staff with relevant industry expertise. All Civil Train courses are competency-based,
meaning they focus on developing the skills and knowledge required to perform effectively in the workplace. For
each qualification, Civil Train follows a structured Training and Assessment Strategy (TAS). Assessments are
designed to meet industry standards, integrating both theoretical and practical components to ensure participants

can apply what they've learned on the job.
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In some cases, a subject specialist may assist in the assessment alongside a qualified assessor, and participants will be

informed when this occurs.

Apprenticeships and Traineeships

Traineeships and apprenticeships offer a powerful blend of work experience and formal education, allowing
individuals to gain practical, on-the-job skills alongside structured training delivered by a Registered Training
Organisation (RTO). Trainees and apprentices benefit from earning an income while working towards a nationally
recognised qualification, learning under the guidance of experienced mentors. This combination of hands-on learning
and formal study provides a pathway to long-term career growth, equipping trainees with valuable industry

experience and job-ready skills.

For employers, traineeships and apprenticeships offer a strategic opportunity to build a skilled, adaptable workforce
that meets the specific needs of their business. By investing in traineeships, employers can foster essential skills
within their industry, aligning training with both workplace standards and evolving industry demands. This
collaborative approach ensures that trainees and apprentices enter the workforce well-prepared to contribute

effectively, benefiting both the individual and the employer.

Training Plans

Civil Contractors Federation - Civil Train issues a Training Plan at the time of enrolment to outline the course
structure, units, and expected schedule. This document is an essential guide for both the student and employer, clearly
defining the expected timeline for completing each unit. The plan is provided to both the employer and student via

DocuSign for electronic signing, and both signatures are required before Civil Train retains a finalised copy.

The training plan also allows flexibility for students to request changes to elective units during their course. Upon
approval, Civil Train will provide an updated training plan to reflect any adjustments, ensuring that both the student
and employer are aligned on the course objectives and timeline. This plan is tailored to meet individual and industry

needs, supporting the student’s journey toward gaining job-relevant skills and competencies.

Employer Resource Assessment

Civil Contractors Federation — Civil Train is required to construct an Employer Resource Assessment from
commencement of study and maintain the document for the duration of a registered Traineeship/Apprenticeship.
The ERA ensures that the workplace is suitable for the student’s practical training, and that the trainee has been
allocated adequate supervision. The allocated Trainer/Assessor will complete the ERA during their first site visit and

will update it regularly at every subsequent visit.

If a trainee works with a new qualified mentor during the Traineeship/Apprenticeship, they must notify the RTO by
submitting the ERA submission form with the mentor’s qualifications. Only mentors listed on the ERA are
authorised to sign off on training record sheets.

- https://civiltraingld.assessapp.com/webforms/169981/new

Recognition of Prior Learning (RPL)
Recognition of Prior Learning (RPL) is a structured assessment process that evaluates a candidate's existing skills

and knowledge, gained through past work experience, training, or education. The goal is to recognise these
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competencies without requiring candidates to complete further training or assessments, provided they can

demonstrate their ability in the relevant units of competency.

Eligibility and Evidence Requirements

Students are encouraged to explore RPL if they believe their prior experiences align with the units in their course.
Evidence provided must meet several key criteria:

- Authentic: It must be the candidate’s own work.

- Sufficient: It should show repeated competence over time.

- Adequate: Evidence must be adequate for the assessor to make a reliable judgment.

- Current: It should reflect recent knowledge and skills.

- Valid: The evidence must be directly relevant to the competency being assessed.

RPL Process

For students pursuing RPL, the process should be completed within eight weeks from enrolment and includes the
following steps:

Initial Enquiry: Candidate inquires about their suitability for RPL.

Preliminary Application: Candidate completes an initial RPL application.

Evidence Collection: Candidate gathers documentary evidence and two third-party reports.

Submission: Candidate submits evidence to the trainer/assessor.

Competency Conversation: A discussion between the candidate and the assessor to verify competency.

ok W=

Outcome and Feedback: The assessor provides feedback on successful units, allowing training to continue on

remaining units.

Specific Limitations

For User Choice funded traineeships, RPL and Credit Transfer may cover a maximum of 80% of the qualification
units. Plant operation units are excluded from RPL and must be recognised through Credit Transfer only. For CSQ
Funding study, RPL and Credit Transfer may cover a maximum of 50% of the qualification units.

This process ensures that students with relevant prior experience or training can efficiently achieve their
qualifications without duplicating their efforts in areas where they are already proficient. For further information or

to initiate the RPL process, please contact Civil Train’s administration team.

Credit Transfer

Civil Contractors Federation - Civil Train acknowledges and accepts AQF qualifications and Statements of
Attainment issued by Registered Training Organisations (RTOs). Students may apply for Credit Transfer for Units of
Competency or qualifications completed previously by providing certified copies of their relevant certificates and/or

statements, or US| Transcript.

Foundation Skills

All training and assessment delivered by Civil Contractors Federation - Civil Train requires a satisfactory level of
Foundation Skills. Foundation Skills are a mandatory component of Units of Competency. They are non-technical
skills that support participation in the workplace, the community, and adult education and training. Examples of
Foundation Skills include things such as communication skills, literacy skills (reading, writing and numeracy, digital),
interacting with others, and skills to effectively participate in the workplace such as teamwork, problem solving, and

self- and time-management.
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Qualification Information Guides, which detail the recommended or required foundation skills for each course, are
available through Civil Contractors Federation - Civil Train’s administration. The guides provide essential
information to help students understand the foundational skills needed to succeed in their chosen qualification, as

well as additional course specific information. To request a guide, please contact Civil Train’s administration team.

Assessment Information

Submitting Assessments

You are expected to complete assessments for all units in your qualification. You will need to submit assessments by
the due date for a result to be recorded. You will receive full and detailed instructions on the requirements for each
assessment, including its context and purpose; ensure you talk to your trainer and/or assessor to clarify anything

that is not clear to you.

Assessment Feedback

Participants will receive detailed feedback on the outcome of each assessment item, helping them understand
performance and areas for improvement. To achieve a “Competent” result in any nationally accredited unit, it must
be demonstrated that participants meet all requirements outlined in each element of the unit, which reflects the

skills and knowledge needed to perform effectively in a real-world setting.

Achieving competency means participants have shown sufficient evidence of their ability to meet each performance
criterion associated with the unit via. Should any aspect of assessment require further development, the Trainer
Assessor will provide specific guidance on areas needing improvement, allowing students the opportunity to address
these areas and ultimately achieve competency. This process ensures that all students meet the standards expected
within the industry, equipped with the practical skills and knowledge required for success. Please note that all
Recognition of Prior Learning Applications must only contain documentation relating to prior learning, and not

ongoing or future learnings.

Plagiarism
All work submitted for assessment at Civil Contractors Federation - Civil Train must be entirely your own. At the
start of each assessment, you will sign a declaration confirming that the work you submit is original and completed

independently.

Plagiarism—the act of presenting someone else’s work or ideas as your own—is considered a serious
breach of academic integrity.

To ensure clarity, the following are examples of plagiarism:

¢ Copying sections of text without citing the source

¢ Combining multiple “cut and paste” sections from various sources without proper referencing
e  Submitting group work as your own individual work

e Using images, text, designs, or ideas from other authors without proper citation

¢ Unintentionally failing to acknowledge the source of information

e Using an Artificial Intelligence model to generate content for submission
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Civil Train takes all instances of plagiarism seriously and expects all students to uphold standards of academic

honesty and integrity in their work.

Referencing
At Civil Contractors Federation - Civil Train, students are expected to acknowledge all sources of information
accurately. Proper referencing not only upholds academic integrity but also strengthens the credibility of your work.

For all assessments, we recommend using either APA or Harvard referencing styles.

APA:
http://libguides.jcu.edu.au/apa http://guides.is.uwa.edu.au/ld.php?content_id=17350815

Harvard:

https://www.adelaide.edu.au/writingcentre/referencing _suides/harvardStyleGuide.pdf

https://www.library.usyd.edu.au/subjects/downloads/citation/Harvard_Complete.pdf

For guidance on these styles, please refer to user-friendly resources available online. These sites provide concise,
clear explanations tailored to student needs, without unnecessary detail. For further assistance, we recommend

exploring the following links:

These resources will help you develop proper citation habits that reflect academic standards, ensuring all sources are

recognized accurately in your work.

Appeals

Civil Contractors Federation - Civil Train has a structured process in place for students who wish to appeal an
assessment decision. Students are encouraged to discuss any concerns regarding assessment outcomes directly with
their trainer as an initial step. Should this conversation not resolve the issue to the student’s satisfaction, a formal
review of the assessment decision may be requested. This formal review process is designed to ensure fair and

transparent outcomes, adhering to Civil Train’s established procedure for appeals.

Where to Get Help
Participants are encouraged to contact their Trainer/Assessor via the message function within Cloud Assess,

phone, email, Teams video chat, or text message.

Student Feedback

Civil Contractors Federation - Civil Train is dedicated to ongoing improvement in our training practices to achieve
the best possible outcomes for our students. This commitment in part relies on valuable feedback from students
about their learning experiences throughout their course. We welcome and encourage feedback at any stage of your
studies, and will also formally request it upon course completion to ensure we continue to meet the needs of our

students and uphold high standards in our training programs.

Issuing Certificates
Upon successful completion of all coursework requirements and with all fees fully paid, Civil Contractors Federation
- Civil Train will issue an electronic Certificate or Statement of Attainment and any associated Wallet Cards within

30 calendar days. This process aligns with the compliance requirements set forth in the Standards for Registered
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Training Organisations (RTOs) 2025, ensuring timely and accurate recognition of achievements.

In the unlikely event that Civil Contractors Federation - Civil Train ceases to operate while you are enrolled, a

Statement of Attainment for the units successfully completed within a qualification will be issued, ensuring progress
is documented and recognised.
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